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COURSE IN 
ISAAC PITMAN SHORTHAND 



LESSON I. 

CONSONANTS AND SECOND-MACE LONO 
YOWELS. 

1. The student must remeniber that when he is 'writing 
Bhorthand he is to write Btrictlf accordiag to boubd, 
leaving out all silent letters. In other words, the spelling 
in Isaac Pitman Shorthand ia phonttie, the ordinary 
spelling being entirely disregarded, and the toundt of 
the words only being represented by the shorthand 
characters employed. The following examples will 
illustrate the method to be followed ; 
Calm would be spelt k-oJt-m, and would be written — -~ 
Tomb ,, „ ,, t-SB-m, „ „ „ ,, ""l™«" 
Kfite „ „ ,, n-i „ „ „ „ -!—<- 

Door „ „ ,, d-i-r „ ,, ,, „ ~^"" 
Mail „ „ „ m-a-i „ „ „ „ .^«-C 

PaU , p-BJ ., „ „ „ ^. 

■Pie'" ,. >. •, P-^ .. .. •• .. -^W 

Stw „ „ „ «-J „ \1 

Meal „ „ „ m-i4 „ ,. „ „ -;^- 

Sam« , n-d-m „ „ „ „ ^g:a- 
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S. In order that the writer nut; spell phoneticall;, in 
■oooidftiKM with the foregoing direcUonB, lie ia provided 
with a eign for ever; Bound in the language. The 
following eight signs represent the first eight consonants 
of the phonographic alphabet. The learner will notice 
that the signs are given in pairs, a light sign and a 
heaT7 one; and that the Upht eign represents a light wound, 
while the htavy tign represents a heavy sound. There is, 
therefore, a correspondence betweea the sounds heard and 
the signs used to represent them. He should cop; the 
signs over and over again, antil he Icnows them thoroughly, 
and caa name and write them with ease. FacUity in the 
use of the shorthand characters will come with practice. 
The iqirighl and Amting leiten are to tie written down- 
ward, with the ends lestiug on the ruled line in the 
writer's note-book. The /utritontai letlen are to be written 
from Uff to right, and ruling on Iht line, as in the 
examples which follow. 



Xsflsr. 


Charaetor. 


Name. 


Aain 


P 


\ 


pee 


rope, iJast, j»y 


B 


\ 


bee 


ro&e, 6oa8t, Say 


T 


1 


tee 


fate, fip, oat 


D 


1 


dee 


fade, iJip, o<Ie 


GH 


/ 


chay 


et<;A, «Aest, choke 


J 


/ 


i»j 


edye; jest, yoke 


K 


— 


Itay 


leei, ffato, picA 


G 


— 


ev 


lea^e, jiate, pig 



■sooND-rid^cs Lotro towxlb. B 

Bxercise 1. 
Bead, eopy, and trtmaoHhe. 
xXX..X_V..\.V_.N..\._-\.\....\.N......N..N> 

! U._J.J.._J...L_U-.-LJ_JJ I...I._JJ 

> U^..LLUJ^U..^^.^J..L.J..L.U. 



8. OntUnes oontalninff two or mon conconsntB ilionld 
be written without lifting the pen from the paper, a 
following stroke coounencing whsra the preoeding ous 
ends; thns 

feh, ht, tp, dt, ehp, kg, ip, hg. 

Exercise 3. 

fitad, eopy, and Wanteribt. 

'^-V->~>-^~^-f-l '^■A-^ 

'/-L L.-.|.....l,....Vf f-L 1_ 

.4....4...^...f..f..^ri^.3^...:a...=. 

4. The long vowels S and d, as heaid in the words ioy 
and go, are represented by a heavy dot and a short, heavy 
dash respeotiTely. These vowels are called aeoond-fiaee 
voieeU, because there are three places for vowels along, 
aide of each consonant stroke, and these two vowels are 
pnt in the middU or setond place; ■■ V p~y ^ ^"••^ 

■ C-dot, _- Co. 
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5. A vowel placed at the Uft litmd sid* of &n upright 
or danting consonant, or aiiove a horiiontal Qonsonaiit, 
is read b»fore the coDBooant; thus ..^s„ apt, ..tL oat, 
^J... age, I — oak. 

6. A Towel placed at the right hand tide ot an vpright 
or tlatiting consonant, or bticw a horizontal consonant, 
ia read afttr the consonant; thus .!Si. hay, ..Jl. toe,^ 
.M-jaiy, — J — go. 

Exercise 8. 
Jtead, copy, and tranieribe. 

'^ ^ ^ ^...x....X^...>^ x_ / 

^i^-t- :l-.-...t p. \: /L.......)^......^ 

4 ^....N?....X J.../: I:. [-. H I- (- /L 

7. The learner will obserTe tliat in all the words of 
tlie preceding exercise the firtl doumslroke rests on the 
line; and that where a downstroke is preceded by a 
horizontal letter, the latter is written oAotw the line, so 
that the downstroke may rest on the line. The position 
thus indicated is called the ueond potition, and the 
words in the preceding exeroise~'are "written in tiiis 
position beiAuse the Towel in each word Is a teeond-plaee 
Towel. In succeeding exercises, whereTer the vowel, or, 
if there be more than one vowel in the word, the principal 
or distinguishing vowel, is a teeond-ptace vowel, the out- 
line must be written in the teeond position, as here 
Bxplained. 

8. In shorthand, a small cross ( i ) is Qsed for a 
period; the sign ' — > is employed to express a dash; and 
other punctuation marks are written as nsuaL Two 



SECXIND-PLACB.LOHO VOWELS. 9 

Bboit lines drawn underneath an outline itidioat« an 
initUl capital ; as .-e.. TT^ Job C'qp«. 

9. Words of frequent occurrence are expressed ia 
shorthfind by ODe of their letters. A word thus abbre- 
yi&I«d is oalled a grammalog; the letter which is used 
to represent the whole word ia called a, logogram. The 
student should learn the grammalogs as thoroughly jia 
possible, because a knowledge of them is necessary in 
fast writing. Thronghout the exercises in this book the 
grammalogs and contractions are printed iniialio. 

Gbahmaloos. 
....".... a or on, . /fte, ..^. dl, \ loo or two, ** of, 
s (o, _'„ oi« or OA / 1 he, :.!.,. on, i but. 

Exercise 4. 

Stad, eopji, and tnmtor^. 

I 4_, I: X|..... _i_; ,,...l.,....4.,_...t_. 

Zl....v...,.._i. »..._ 2 u....^..^ V -N-L..^ 

. t_ *:....X.i.....-J........._^....3N- -a /5....^ 

^--'- >■; ^;-^ ' -Vr 

Bxepeise S. 

Writt in Shorthand. 

1. Job Day, take the cape to Ihe boat <o-day. 

2. He paid Joe Cope to take fAe host. 

5. Take fAe cocoa to the page on tAe boat. 

4. Joe, a jokel Take an eight page ode on eahe to Jaike 
(o-day. 

6. Take the page fo /he oak, 

6. JSe towed /fte boat to the oah lo-dn. 
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LESSON 2. 

CONSONANTS AND FIRST-PLACE LONG 
VOWEI£. 

10. The neit loar pairs of consowiDta are eurvee, and 
thej are writteo doienward. They may be joined to each 
other, or to other consonants, in the same way as the 
straight letters are joined, a faUottlDg oonsoiuuit ci 
iug where a preceding one ends. 



Letter. 


CharaeUr. 


Samt. 


At tn 


F 


^ 


ef 


«./., M !»/ 


V 


»>_ 


y,. 


Nitie, lat, leatie 


TS 


( 


it\ 


wreiJA, rtigh, ba/A 


TH 


< 


thee 


wieaTHe, TKy, baTHB 


S 


) 


... 


to, dgh, !«. 


z 


) 


zee 


oote, Zioa, latj 


SH 


J 


ieh 


utA, «Ae, la«A 


ZH 


J 


2he. 


inea«uie, trea«are, iMual 
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Exercise 6, 

Sead, copy, and trameribe, 

i.S-V .V_!^...X...>^.....L..>^ >._..\ k-JL 

2i..L...L.( LC...LL..J..L...X..<.U..<...11 

sl.5 1.I.J...) )...). ll...l.X..X> 1..) 

iJ-..J. J-U J..J. 2-J. J.J JJ 

11. The letter sh is always written doumuard when 
standing aione, that is, when it 1b not joined to another 
letter, as in the preceding esercise; but when it ia 
joined to another letter it may be written vpvm-d, if 
the upward form is more convenient. As a rule, it will 
be fonnd to be more conreniently written ttptoard when 
it immediately precedes ^ , V» , \ , \ ot /^ (t); 
and also when it immediatelj' follows V_ , V_ , or 1 
In other oases, it nill . generaUy be better to write »h 
downward. 

Exeroiie 7. 

Bead, copy, and Iranaeribt. 

•vwt^ ^....^_...^. 

.^.^...i_,^._„3..._,)_....J...V-^-^--S 

12. The vowels ah and aw, as heard in the words pa 
and pam, are represented by a hearj dot and a short, 
heavy dash leepectiveiy, like the vowels explained in the 



-tt 
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preceding leaaou. The Towals ah and aw, however, are 
called firat-plaee voireli, because thej are put in the Jirtt 
Towel place, i.e., at the btginrUTig of a consonaat; thus 
_]S_ pa, .r;i-,pow, J..... catB, .zm. auk. 

18. (a) The outline of an^ word containing » firtt^ 
place vowel onlj, or in which the principal or distingaiah- 
ing vowel is a first-place vowel, is written in the firtt 
potHion, abovt the line ; thus .,r^ Shah. 

{b) When tlie word consisti of a horizontal letter 
preceded or followed by an upright or slanting letter, 
the horizontal letter is raised, so as to allow the upright 
or slanting letter to occupy the first position; thus 
.!!_. talk. 

(e) It the word consists ot more than one upright or 
slanting letter, it is the first of such letters which must 
occupy the first position. Kote the following ezamplee: 
-S.. baa, 2 eaulk, ,0. etueed, . ;S_, bought, S^. daub. 

Exercise 8. 

Sead, eops, and trantoribe. 

i\ A L_..'i,._5.._3|._t--..:!_...C . ■- 

,a_(l:..)l^..4._..^..^ ^...^...>. 

zJ>. J...„^..._.J_....^....x.._-l..„S:.._.,l Y, 

GKunULooa. 

:_ otM or ought, * who, (up) and, t (up) thoaH, 

_JL_ happy, \ up, .^^.. put, .7^.. bff or 6«y, N tie, 
-Sv-'o*«._L<rt, I it,_]._ovt. 
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Bxereise 9. 

S*ad, eopy, and tratuer&e, 

1 .^...^...\i X...y _! ^J..A.. .)■.._<.:. .t. 

'....17....... J... .'...3/w...V\.»..\..\._ ..3?., 

1 .,...'...\..|. N..;l.._.„.8 ...,....L....3....v?_..._e I ■ 
^-.X -A. 7 X..._^JJ...;..4.!.Z?S....L..l. . 

^...1 -n...il:.A. J.....Y '-..« -^.^. 

. ..Tl...(....5|....^.._ • . .Tl_..'5|....l .31 ,.-..> 

-.>N-.J-4 .o.:\...^...-..\....;....^<i... 

BxercUe 10. 

Write in Shorthand. 
1. Both Joa Cope and Jake Page showed a goat a' '^ 
show to-Aa,j. 

3. Job, tak«fA« boat an<ijw'U«p6y(A<gkte. 
8. n^ bonght oJJ <A« oocM fo-dar? 

4. Fft paid 'fte page to-daj, so &« lAouM &« Aofjpy. 

5. WAo s&w (A« cftpe pa boaght a< 'As show? 
8. J< tfu^Af fo iepui on tha owtch. 

7. They uy Job Bate puJ oU <A« f oik on tA« boat tmi 
towed lY fo th« bay. 
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LESSON 3. 

CON80NA2fT8 AND THIBD-PLA.OE LONG 
YOWELB. 

14. The remainder of the congon&ate are dngle strokes, 
not pain, and they are all light signs ezaept ^ (ng), 
which is heavy. The three horieontal Mien ^n , ^^ , 
«w, are written from Uft to right; ^ , ^', o^ , 
tf^ , and a^ , are written upward; and "^ and / 
are written downward. 



Ltller. 


Character. 


Name. 


A» in 


H 




em 


seefTit f^t, cnifne 


N 


^ 


en 


seen, net, China 


NG 


■^ 


ing 


lon^, sinj, fanff 


L 


r 


el 


tai/, fife, meal 


B 


^ 


ar 


army, arose, bore 


R 


^ 


ray 


rate, rogue, right 


W 


<^ 


way 


wade, aware, loeep 


Y 


^ 


yay 


7ale, ^ke, yore 


H 


<r 


hay 


Aope, adftere, Anrry 


H 


; 


hay 


Wgh, Aew, Aook 



\ 
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Exercise 11. 

Btad, copy, and (nmeeribe. 

I ^....>_,......s^. C..._"i z....^^.....^_..^..j. 

1 ^ .w._...^.......-_^_c:../C....:^_:i.- ^...^. 

s^....*<i_..c;_.^_...,^_.«:;..._;....i...ri...^. 
1^ r.„...rv .^. ^._.Z...^.....^...../..^ 

5 c.^.../r:._3....:> ^.::^.../ ./...trr-^....^..-:_ 

10. It will be noticed that the consonants K and B 
are each provided with two forms, an upstroke and a 
doWQstroke. This is (or conTenience ot joining to other 
consonantB, and also (or the purpose of vowtl indieation 
in fast writing. The rules goveroing the use of thtee 
forms will be fully explained in a later lesson, but, 
meanwhile, the following brief statement will be useful 
to the learner: ^ ^ 

(a) When a word begins with the sound of K, or ends 
with B and a sounded vomel, the wpteard form is used; 
as .^ my, ,j<r'._ rogue, )f^ Pharaoh. 

(6) When a word begin* with a vowel followed by E, or ■ 
ends with the sound of b, fiio-downvmrd form is used; 
».:ri«r,Ti.«r.,!s^/.r^ 

(e) The tipward form ot b is used, except when h 

stands alnne or ia followed by or ^ ; as -2— hay, 

,LL_ hawk, -^- Hagtte. 

16, The consonants o( the last group are joined to one 

another, and to other consonants, in the manner already 
explained with regard to the letters previously treated. 
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Exercise 12. 

Bead, eopy, and Ifantoribe. 

1 ^.....T^.....^^....w^.„y5:.._fr:^ i£\.../rr:. 

3 <<A^...r.„...:^.....::5L._^...^..„^..„^c: .-r^ 



3 ^.,.^....^...y^ 



.4.4 



Bxerciie 18. 

ITn'to in Shorthand. 

1. Mftj they ail take a share a( the game? 

2. Hail fh« bale of tape ^0 Hague and Haj fl^Hlar. 

5. Take aU the coal by boat to-day. 

4. i^f up a loaf; be out by lour; and take the coach (>< 
the gate. 

6. Paul and Jake may ^ a/ f A« shore. 
6. They thoutd aaieoulby four. 

17. The TowelB I and iS(>, as heaid in the words itmtp and 
«ooI, are expreswd, like the vowels already explained, b; a 
faeavy dot and a short heavy dash respeotively. They are 
called ihird-plac« vowels, because they are written in the 
third vowel place, i.e., at the end of a consonant; thus 
„|.._ lea. ^. loo,, .V^. fee, •_ eke. 

18. (a) The outline of any word in which the vowel, or 
the principal or distinguishing vowel, is a third-plaee 
vowel, must be writtea'in the third potition, through the 
line; and when the outline of the word consists of an 
upright or slanting letter immediately preceded or 
followed by a horizontal letter, the latter is loteered, so 
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that the upright or slanting letter may b« vritten through 
the line; thus r:::^ keep, .."TT- fceyed, r!7!L. move, ...^ cool, 
.-■^ peach, — j- teach, j^^ etw, _^f^, «*«, 

(i) It will be Been, therefore, that the firet upright or 
slanting letter in an outline mast occupy the position as 
required by the principal vowet in the word, the other 
letters being rused or lowered accordingly. 

(e) There is, however, no third position tor words whose 
outlines consist of horizontal letters only. When the vowel 
or principal vowel in suob words ia a third-place vowel, the 
outline is wi'itten in the second position, on the Zine; thus 

IB, WTien a third-place vowel occurs iefvieeti two strokes, 
it is written before the second stroke, as in the preceding 
examples. 

Exercise 14. 

Sead, copy, and transcribe. 

1 .V-A.-Iv-|: ■■;/--;^ J- ■ -^ ■ 

'■w < ^..-0 v-V" ^ p-,^ r 

6.1^.....^.....,c=Sj....^...y=y..^....-r:::,^.....XC^....|^ 

.^L^...^ ^....^..^^ ^....^ a 



Dir I z=f 1„ GoOylc 



18 oourbk ik isaac pmum shobthand. 
Gbaxiulogs. 
,_L.. had, I do. _.|-. different or differmee. ..jL. much, 
/ which, ..j!, eaeh, _/._ large, ..~ can, come, 

gooTogo, ^ ffiveatffivtn. 

Exerciie 15. 

Bead, eopg, and tratuoribt. 

jLi...tf<S^A...^_.^....j....v;....:_.— ^^ 

3<;..„.._..^._2r tl..M.........:^... 

5 ':..rf<N...x...l:_.4..^. ...^...N... .„Vc4-l..^. 

6 <■....'. ^„.v\-.---.v~~---A„>...../_.:_...><._x 

T-^^l. . J.M...':...J:...L..^.\1 A yx 

8 ..I ._^...^i:_„...y .... 9l....r....v\-i ■■■ ■ -^- 

Exercise 16. 

Write in Shorlhand. 

1. Which way (Aoufd they go to reach ^A« pool? 

2. Do thay read a different page /o-day? 

S. f 4 may go bt/ the coach, and take the boat a^ the pier. 

4. ffo, Joe Booth, arid show (fte poor page the difference. 

5. Se thovld he on the road Ity four. 

4. They Aoi <o 70 a different way of sea. 

7. They (ear they may be out of the way. 

8. Leave a large share of the food on the boat; it may 

make mu«& diff&renei to Joe Shaw. 



LESSON 4. 

SHORT VOWELS. 

90. The Aort Tovels, A, i, i, 8, % U, u heard in the 
words "ThSi pin U ndf m&eh gSSd," are ezpreBsed by 
dots and short dashes simitar to those employ for the 
representAtioQ of the long vowels alreadj explained; bat 
the signs for the thort vowels are made light, in order to 
show the^hort, or light, soQuds of the vowels. 

21. The short vowels, lilce the long vowels, are named 
according to the position they occupy with regard to a 
stroke consonant. Thus i, i, 1, are called respectively 
fiT»t-place, second-plaet, and fhird-plaea vowels; while 
B, fi, do, are also, in the order given, firtt-plaet, ueond- 
place, and Ihird-plaee vowels. Note the following ex- 
amples: .^_ W, -^- bH, „Y *"■ -^ '^^' ^ '*«*. 

82. AU firsl-place vowels, whether long or thort, occur- 
ring between two strokes, are written after ih» first 
stroke. AU Ihird-plaee vowels, whether long or thort, 
occurring between two strokes, are written before the 
steond ttroke. The only movable vowel is the geeond- 
plaet Towel, and this, if it is short, is placed before the 
■ eeeond ttroke; while, if it is long, it is placed after the 
firtl ttroke. Note the followiog pairs of words: '^StZ.bdle, 
V: bUl; A., raid, .di rid; ^L... fade. X.- fid . 

-|-'- date, —[■■• dibt; ^O rBam, ^ r^m; ,i<!S rBbe, 

88. The rules for the position of outlines of words 

containing short vowels are exactly the same as those 

19 



20 ' oouRBB IK laAAo pmujf bborthans. 
governiog the position of words containing long vowels. 

For example: Jrn^ palm, S:~! paek; ..\ Jxike, 

.N_i bede ; J_^ daem, .(„_ (ttnt ,■ . jJ_ urroughC, ..^ rot ; 

.—iZ-eoal, TZ. cult; 's^.poot, S^.puU. 

Exercise 17. 

Stad, copy, and trantcribe. 



, v_ 


_ V 


=: l.:l_ ]; 


x- t [ 


^-\ 


.-7 


ry 


■~^ -^ 


^x'? -^ ^ 


^ / 


,r\ 


...a. 

V) 


..c:...c:... 


n 


o ^ o 


' ,r- 


, \ 


<i 


..<::r:....cr.._ 




4- 


i... 


/...r^Ji 


"T 


■■-I c-^ 


....rr 



6 L. .... L u.| L, ^-. zr: .s^ ...3: 

7..^..-,^ ...3X...r>v l^...<X.....^:..<r^......^ 

8 .:::±:....u.... fC^...^...N^...,=^...v_..,.^- 

6.^^.....X.....|^.._.^....,^....„^....^,^....,^...,^. 
10^--^; "^^--"^ ^=-^- -^-^ .\^...^j. 

Exercise 18. 

Writt in Shorthand. 
1. Pftok the bftg and take i' <o the gig of fonr. 

3. Ask Jim to fetch f^ check book, and pnt it on the 

ledge. 
8. Take the money, and buy a jar of ink. 

4. They may afl yo /o fAe dock and see the ghfp ofl 



SHOHT VOWXU. 21 

6. A^ Tom to £« awake and ready to goon to the ship 

tk Hon? up, Jack Mumy, i»)<2 cany oB fA« baggage 
to f A« hotel. 

7. The happg fellow rowed away to the ahlp. 

8. Do they ouw a debt to Adam Btuley? 

9. Ask Eitty Webb to take a dollar ott' o/ /Ae bag, and 

go and frwy the calico. 

10. They may aU go on Monday to see Iht game of golf. 

11. Uay they take a Bhara o/ the therry /o poor Jim Eling? 

12. They fO &y tJie ship Carrie, owl they hope to be 

back (^ the fonrth o/ March. 

GlUMHALOOa. 
..S=_ half. V, iX V^ have, ._(__ iAani-«i, ( (Ainit. 
„ ( youth, —L- though, ( iAem or (A^. 

Bxercise 19. 

Read, copy, and tranacribe. 

t.^.y^.-:.s^\.A. 2 ........2... .3 

! W ..' "^ ' ^ ^-^.. s .---.X 

I...1 >^..i....f:^.:...v>i...^ ^.. -4 ...k.. . 

M...^..\ -..,..£! ...v..n...^....)-....:?.rr....vs=^., 

^...^^...^..^:....^..Ar., 10 ■...^.Zl.._«f. i- 

(....^......2. ...wr. ...^ ,._r: .^ s^„ 



28 oouBSE Bf iBAAo pmuit eHOBTBun. 

Exereiae 30. 

ffWto <n Shorthand. 

1. ZTMy /Mni <A«y may Aatw fa ^ 'o lh« bank and cnsh 
a check to pay f Aa youM Iht money. 

5. Z%« youM may b» happj/ if they pay half the bill. 

8. Though thty go out on the tenth, Ih^ may eoiik back 

bg the following molL 
4. Who eon envy (A«m if fhty Aom (o take the ehabb; 

coaclk back to-morrow? * 

8. They aAouZd take the keg fo f As back of the shed. 

6. .Hi) came back to them a month ago. 

t. They have to go and thank the Judge (i>-daj. 

8. Ask the youth to taka the canoe and fetch the fish. 

9. They think the lad m&f hate to go to Canada In a 

month, 
10, Salf the paitj oune to give a vote «ac& /o Adam 
BftUey. 
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LESSON 5. 

DIPHTHONGS AND PHBASEOaRAPHT. 
34. I'he four diphthongs {, out, oi, and d, lu heard in 
the words bite, eow, boil, and fate, and the triphthong wt, 
BS in wide, are expressed as follows: 



35. The diphthong oi la written in the firti Tovel 
place, at the beginning of a stroke ; and, therefore, the 
□ntlines of words in which this ia the onlj or principal 
vowel sound are placed in the first poEdtiou, aiove the 
line! thus ^.. hoy, SC boU, 5^3 ioiler, fZi. eoy, 
■i^T-™ deeoy, .-» toil. 

26. The diphthong fl is written in the third vowel 
place, at the end of a stroke; and, therefore, the ontlinea 
of words in which this is the only or principal vowel 
sound are placed in the third position, through the line; 
thus \^.... purely, .is?^- J*""'?. -\Ps4_. purify, 
_ _ ctM, ira^j eabe, — |j^ , cubic. 

37. The diphthongs I and ou, and the triphthong loi, 
may be written in any one of the three vowel places; 
bat the outlines of words in which { or toi are the only 
vowel sounds, or in which thej are the principal vowel 
sounds, are placed in the firgt poailion; thus .^S_ pit, 

SIX— pile, - ?l! piling ; I , u)ide,.X^ufider, J/^widelg. 

The outlines of words in which oa is the only or princi- 
pal vowel sound are placed iu the third position; thus 
-'^- bounty. — S" bout, ^ alloui, -jjpsC aOowinff, 
./^allou)fd. 
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34 C0UB8B IK ISAAC PmUM SHORTHAND. 

38. (a) The diphthong i and the triphthong u4 ma; 
be joined ioitiail; to a downBtroke, as J:t>„ «<«»i, _J... ic», 
X^ teift. 

(b) The diphthongs ote and ot may be joined initiall; 
to upward I, as _^Q. owlieh, ..'7^. — oHing. 

(c) The diphthong ow and d may be joined Unailj to 
a downstroke, aa .v bongh, „L„ tiwe. 

<(j) The diphthongs S. ote, and {, maf be joined to th« 
oonsooant n, thus ...^.-<.. ntte, ..i_'\^ tMtc, .!t!!X- ni^A. 

Exercise 31. 

JSeiuI, eopt/, and trameribe. 

->-j t^-.i;-J^ i^ 4-4-!- y 

3.ULLq...A....|^..4....A,....ir:/:r!.....4...2. 

5 £:.....;r::^ i v:... _ ^ :>:, ^^^t^^. 

'Ac^-W^-l^ j.....^^. ^^....|3^....^....,.v^ 

'-.y-^ .x^...j:....^....^....i^,...^...^...4 

Exercise 32. 

WW(e «"n SAortAand. 

1. Do they know o/iA« failure o/Hugh Siley? 

2. JJI fAe folk think and sa.j he iihould retire by July. 
S. The tide m&y waah «way lh« dike ijr flTe. 



DIPHTHONOH AND PHHASEOOR&FBr. 2S 

4. Should the enyoj eomt out lo-d^j he ma; enjoy a 

ride lo Albany, 

5. Th« piisf deputy duly came and valued the couch. 
Q. They had to use the check giien thtm by Tom Lloyd. 

7. The wife of the lively dealer took a widely different 

view of the affair (o-day. 

8. If they deny my right lo go out on the tenth, they 

may aU rue U. 

9. They assume a large share of the doty; but they have 

no right to it, and they may have to give it up. 

10. Pursue a life of purity, and so rebuke them. 

11. They eh/Htld decoy the rowdy fellow to the review, 

and leave the rogue to enjoy /ft« air. 
13. If they take refuge on the boat, th^ eon defy th^ 
power of the enemy to take t/iem or to move iA«Tr> 

OiUMMAiioas. 

_.*„ / or eye, a Aow, *" wfcy, ...t_ «ye. (yes) 

-S^.-beyond, n yow, imM, « wften, __l„wAa(, > toMiM, 

39. Longhand wrltors often join words ' together with- 
out lifting the pen from the paper. The same may be 
done in shorthand. The practice of joining words in 
this way is called Phraeeography, and the words thus 
joined make a I^aeeogram. The first word of a 
phraaeogram (generally a grammalog) should occupy 
the position which it wonid occupy if it stood alone. 
Thus, a phrasec^ram commencing with / should com- 
meooe above the line, because J, as a logognun, is 
written above the line, as .\_. / have, ...I_ / think, 
.It- 1 toy. A first position logograni, however, may be 
slightly lowered or raised to permit of the following 



word being written through or over the line; aa 
..3._ / see, .Z_ tnilh mucA. A phraseogram beginning' 
mth you should begin on the line, because ^fiu, as » 
logogruD, is written on the line when it stands alone; 
thus -j-TN-. you nmy, .■'^.~ you thould be. When 
joined to /-^ , t^ , at — , the sign ..*._ may be 
shortened to ,_!_; thus ,™ {Tm = I am), .^_ (I'M 
= / wiU) .^ni. I oon. The vowel should be inserted in 
tJie phraseogram . \ ^ .. . to go. 

The following examples of phraseograms should be 
carefully read and copied by the learner. 

PHBAaBoaBAMs. 



.V_ I have 


--"-T— how can they 


.\|.- I hare had 


A. 


why do you 


:C:.. I wiU 


..."v^ 


why have you 


•^._ I WiU be 


— 


yon can 


.^.. I am 


./ 


with much 


TN^ I may I*. 


J- 


with which 


rr., I may 


-^ 


with each 


S... I thank yon 


-V 


when they 


.Xvs^.. I think you should be 


.i_ 


what do you 


j^. you will 


.r^ 


wliat may be 


.no.- you will be 


.:r:s. 


what can -be 


.«r*^_ you may be 


■t 


it would be 


V..,^— - il you should be 


i^ 


and if you sht 



•.oogic 
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Exercise 38. 

Read, copy, and Uranteribt. 

1 .3;....3^ A /. i,^....... J ...L...(...l...? 

|...l... 4 Li? 5 ja- 

oXj^...- \ -N^. 

'•"" •■•t 

^..^..>?r:T..'.K U ..1^\...>_..«^....L>:...C>S:... 

. ..^.? 14 .L...^...\,...,y..> ^...S.^.A.. 

Exercise 34. 

The phrtuet in this and following «seroiHB are iDdioated 
ttf the hyphtn. 

Write in Shorthand. 
1. Do~you think yo\i-ean rely tm-thtm fo-take olf th» 

money to the bank fo-day? 
S. W%y-do-you ask f A« poor jf out A f o-ride tht lame mule ? 
8. If-you-ahould-be back 6y five, /-may eotne an4 see you. 

4. I-lhink J-am likely fo it away (^ tltt time yiw get back. 

5. I-IKink-you-»hould aak fA«m <o-take the oil back. 

S. 1F%«-tIo-you aBBQine the right /o aigue with so shabbj a 
fellow? 

7. I-thi7ik-wu-»hould wire fAem, if-you think 

what they ask you to-do. 

8. Sote-eoTi-lhey ask yow lo-go to Ithaca io-morrow? 

9. I-think J-may gaarantee the tube to ie all4hey say. 
10. /-may-fie wrong, Juf /-tttnt 7-sm right. 



LESSON 6. 

REVIEW. 

30. In this lessoD the leamor is asked to ireview the 
rules set forth in the preceding pages; to leara eight 
more grammslogs; and to practise those he has already 
learned. 

81. The preceding rules maf be briefly summarized as 
follows: 
(a) Isaac Pitman Shorthand is phoneHe, the ^tiling 

being by aowxj. 
(i) There are la«lv9 voted*, expressed by dots and 

dashes, and written in ihret placet, above, bolow, 

or by the side of consonants. 
(e) There are three potUiont tor writing outlines, and 

the position of a word is governed by its vowel, 

or principal vowel. 
id) There are four double rowels or diphlAonge, and uns 

Inphthong. 
{e) There are two forms each for b and H, the alterna- 
tives being provided for easy joinings and for 

Towel indication. 
(/) Words of frequent 

one of their letters. 

grammaloga. 
<g) Phraeeography is the name given to the principle 

of joining teordt together. 
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_)_.JKraj, ). to or w._^*M, tea, or we, ) mat, 
^_ wAms or tise, ^ sltall, __^ wtsA or sAe, -^ u«ua^-^. 

Exercise S6. 

ilead, cofi), and transcribe. 

1 O ^... L rd....' .i^,: ^...„ 

Li..„....>..A....£x,..s...!7.....«r. 2 ).....n 

.d.? _ 4 1...^....) :>,i^.i .Nj.....:x...L.v:rt. 

...^..^^. a.4,.;,...i-:.-.c±i: ,.- 

^ i^ ^-^- tt.- -'"J — -^ -«^ ■ 

v,i_^.A. , j..A...lS^.. 9.^.....>!./:~i, 
.;. . ..^....S^; iy:U....—.-..4 s ,<k:.. 1 . 

Exercise 26. 

Wr»(e in Shorthand. 
1. Z>»^t>w know fA< name o/ /A« ship Ifing out Ay Oa 

8. J-(Uh£ it-umt on the fonrth o/ July he came to aoa m. 
8, IJhinli I-eow the yovlh go out a minute ago. 



30 OOmtBE IN ISAAC FmUN BHORTHAND. 

4. Tou appear lo-have a fear of tht large youth who oune 

to u« at the fann. 

6. Tobeofute o\tght to be the vUh of each of you. 

0. I'Wieh I-had given the rod away ere tht thief took it. 

T. Do-you know whote it-ean-he t 

8. Why ghovid-they aay J-am oat f 

9. Whai difference eon-it make to-you if I-have to^o 

out by the tenth? 
10. I-KB-you know fuw of-them. 

Exercise 27. 

Bead, copy, and tranieriie. 



Exercise 38. 

Write in Shorthand. 

1. I-ehaU-ie happy to-have-you do-so if-yoit-ean manage i( 

3. Do-you think A« knew the difference t 
8. I-thMc-ao : &uf J-will ask the fellow. 

4, If-lhey go vul, I-lhinle^ou and-I may go out too. 



31 

5. I%otigh lhtj/-ma,j tAj no, /-know it »hall-be different 

to iDhal they-think. 

6. I-lhialc il-uat vaual tt^give it lo-eaeh of-lhem. 

7. You aad-I utually go aS Ihe way by the aea. 

6. I-think Ihe new book mfi,j-be ofute to tu qow. 

9. Tf-you-like to-give them a copy, they-mAy-be fi^tppy to 

10. They thanked the youth who cArried (Ae baggage to 
the ship, and he-teat happi/. 



Exercise 39. 

Read, copy, and Iranacribt. 

1 X/ ... L... .-.Vy ...1...N ... L...^...^....ri, .)... 

! \^.,L^:.J..^.2..:iLr;^......^^...,...h. . 

3 V....-p...^...s.).....!^....r..^^.....!-..:l.....^ . .-.'s^, 

..^...■....t...:.jV7 (..'...^, I, a...(? 

sy..^._.....)....)....^^ ,...^....13....: ....^. 

7 ....^..x..).. a..><^ ^...^_..t_3.:^ ..;.... 

8^...^_/.-ol.....)....^..! L..N..S3^. 

....■^... 



•i=-<~^-» 
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LESSON 7. 

CmCLE S AND Z. 

33. The soundH of t and z are two ot the moat fre- 
quently occurring sounds in the language, and it is, 
therefore, necessary that they should be provided with 
very easily written signs. The student has learned that 
the sign ) expresses a, and that the sign ) expresses 
' I. These sounds, however, are also represented by a gmaU 
eirele, vbich is easily written and at the same time joina 
readily with the various stroke consonanta. 

83. When the circle »tand» alotie, ot b joined to 
straight eonsonantt not forming an angle, it is written 
in the direction oppotile to that in which the bands of a 
(slock move round; thus J^.. ..^. tp, .^)a_p«, \^ ptp, 
_L *t, ..]>._ U, ._L. Ut. JL. »ch, ^L. eha, I2._ *fc. 
~-o— jts, " ktk, ,n^ , Br, ..^ri*. rs, ,<£C rar. 

84. When the circle occurs between two straight 
strokes forming an angle, it is wiltteQ oufHde Iha angle; 
thus -^ bee/i, ^\- lap, ~o(_ j«p, JZ?s„ **p, rr)!-. k*r, 

35. When joined to curved letters, the circle is written 

intide the curve; and when it occurs beltoeen (km cwvee 
it is usually written iniide the first curve ; thus 3«^_ ef, 
A*. /-, \^ /a/, ...■!!„ «., ._i_ ss, .X^ Mf, ..iri. am, 
.£31, sms, ,, ^^ ran, _^=a^.. km, ■v.? — nek, _IJ mar. 
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36. The circle t is always read firai at the iegittning 
of a word, and last at the end of & word; thus ..1.. ea^ 

„.X. «ea(, t_ «ea(«; ...I", tow, ._&.. siow, ._C_ tloira; 

-_. eke, ..ji_:„ »eei, ._a_l._ teekt; .. ?N. oor, ,2i. war, 

.f^L Boart; _H». tuppote, ...P._ «(tM, ..^^ aeries. 

37. At the end ot a stroke, or in the middle of a word, 
the circle may be used to expresa either s or i; but at 
the beginning of a word it can be used to express the 
tighl sound ot < on(y,- as _<£. roce, ^.^i row, .^£1 racer, 
1^ raiting ; ^_ sorrow, ..J^ zero / _^ Moi, -^_ zeoi. 

Exercise 80. 
Aeod, copy, and <nm«r(&«. 

it...-/.....t..X..JC...:c....:a.../ar:-..:C::^....:C!i- 

8Y^-..f?.....<n.....^.-..-^ <fcj ^....fs^....^. 



I hf.....^--.- t„....i-.... V^.....><;^ J:r:....J^. 

:o 3fe._.Tft^..3fc/r:...Tf:i...3-..V™.^!i-..-<lf- 



ExereUe 81. 

Wrift in Shorltuxnd. 
1. So&p, soups, stow, side, such, sp&res, spotes. 
9. Seeds, schemes, spoils, skips, scoop, speed. 
8. Safes, south, slov, solo, soon, smokes, mice. 
4. Smith, snaps, sold, snares, smeclis, solids, 
fi. Slcy, scares, spades, signs, designs, dies. 

6. Faoe, voice, reTise, oauras, bonus, police. 

7. Atlas, tusk, risks, bestows, rasps, gossip. 

8. Chosen, Tisite, masks, resumes, desires, pacifies. 

9. Tuesday, Wednesday, deceit, tacit, nonsense, 
10. Sykes, stay, sums, sinews, maxims, abuse. 

88. When the stroke /^ precedes a circle and curve, 
or follows a curve and circle, it is written in the tama 
dirtetum as the circle; thus ...S^_ tecasn, JL;-., Lawaon, 
JH!^ ItMtr, _£]r^_ toikome. .W. veuel. .-4- thittle. 
J..,, caned, .jt^... mu»ele. 

89. The word the, which is represented by a light dot 
OD the line, is also expressed by a light, slanting tiek, 
joined to the preceding character, and written either 
upward or downward, in the direction which will give 

the sharper angle; thus * ,.. of the, > to the, and 

the, f thwXA ih*, ...^_ / tttni (As, .\„ X ham the, 
_£„ teilh (fte, f when the, ..Jt_ As w the, -Ja- it is the, 
yo *» the, "^ aa the or has the. The Qrst stroke of 
, ,.*. on the must be written slanting, in order that it 
may not clash with '' I. The tick the can never be 
used at the beginning of a word or sentence. 

Gbamhaloob. 

at or h(u, e »s or his, beeauee, ..!^... itself, 

JS_ those, \> this, ._^.. thtet or (Aug, /^ myaelf, 

•'^ himseif, me or my, '-- him or may, y' are, 

_.f.. tmr or how, -,^ we. 
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Exercise 82. 

Saad, copy, and tranteribt. 

I I. -v -^--.b.-. o......^-..v^.-J^...-v? 

3 ,.L. / !^... ^.. j....crL I o/r. jc!:....l.x . . 

5.r...^.......zr....„^....ls^ ^_^ 

6 J!....— .. > ..\rcr......C?. ....l....i__^..^-........ 

7.:^....,_^ ....*.....^..... / |^...*v^...J...y^x 

9 .V74...).....d...^„._^;.... ...!:r:>....^.^.. 

II x::..^^..!Z>...r>..^..(...^.? ia.^_— v..>:.."~. 

Exereiae 88. 

Wnte *» Shorihaad. 
Sir: 

3%0M Bilks you apoke of came lo-this offloe fa-dky, 
and-J-«AaU tAus £e ready to show 'Aem fo-my customer 
M»- Wednesday. Se-eome» himulf to see me, becauat he-hat 
to pass my office on-his way <ii-tA« depot. Me-ia a large 
buyer. I-my»elf had bnaineas dealings aith him a long 
time ago. The silk itself is oU-right; the designs are 
iiioe; and to 7 hope to-do a big business with oar new 

Tours, 
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86 eoussE IN ISAAC pimAK shorthand. 

BxerciBe 84. 
Sead, copy, and (rattconb*. 

s:^:..!.!^.., ...;j\>c. .._?.. .:a=. ..«5jJ_^ 

*..£ , J±r....r3j..M....-.^v: ■5^-- -!-<«-■ 



w 



Exercise 85. 

WriiB »n SAortAond. 
Sin: 

We-have yoors of-'Mttj 4, ndvising u« [)/WA« deepatoh qf- 
-tke six dozen parasols, ani-uw hope fo-receive (fi<a« soon. 
(Tur customers are showing some aDoofance ai-iht delay. 
and-ax fear tM-ore losing business. If-you-are-now reaAj 
leilK'the new season's designs o/ ladies' capes and costumes, 
uw ahould like to ate them 
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LESSON 8. 

LOOPS ST AND STB. 

40. A gtnall loop, hsU the length of the Stroke to 

vhicb it is attached, representB 8(,' thus — ! ache, 

~- etalce, JC.. stale, .!5i. »lor«, ..^... gtoul. When 
written at the beginning ol a stroke the loop represents 
al only ; but when written at the end of a stroke it repre- 
sents either at or zd ; thus ^.. coael, ...,.^... aeeuied, 

■-t^. mitt, . r-^— amused. The loop ma; also be 

used mediaUy, when convenient; thus ..t^. justify, 
-&. tootling, -Jhf.. euggttting. 

41. A larga loop, two-thirds the length of the stroke 
to which it ia sttached, represents sir; thus .,t!^. poster, 
jS.. tiuier. The sir (ster) loop mnst not be written at 
the beginning of a word ; but It maj be employed tiudiaUy, 
as in ..^'^ maeterpieee. The circle « may be added to the 

loops, thus j^t.. eoaela, „„_ maitt, .)^ posters, 

-S. lusters. 

43. The loops si (stee) and sir (ster) follow the tame rule 
of writing as the circle e; that is, thej are written with a 
baehtiard motion (in the opposite diroction to that taken 
by the hands ol a clock) when attached to straight letters, 
and inside curves. The loops also follow the tame rule 
of reading as the drele a; bo that the loop st is always read 
first at the beginning of a word, and last at the end of a 
word; while the loop sir (which is never used initially) 
is always rend last at the sttd of a word. 

48. The phrase of the may be indicated by writing the 
two words which it conneots close to each other; thus 
jr_,ji_ state of the cake. ^.^TTjar list of the oargo, 
r^\ jp- coal of the hooks. In the following type exer- 
cises, where it is desirable to indicate of the in this way 
the words are enclosed in brackets; thus, (of the). 
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S8 OOTTSSE IN ISAAC PITUAN eHOBTHAND. 

41. The vowel om maj be joined initUUj to upward I 

■a "^ awl, ^£l ajao; and the logogram ou (oJQ 

mar be joined in compound norda like ^"^ ahMtl, 

Exercise 86. 

JUad, MPS, and traiueribt. 

i.!C.._.._'<:..._.£._.&.._.iz_....!r a_...S. 

3.a.....s>.._.j!^_.....-r..„..fc....:r..._j /...../. 

3 -L. -^ =-i .^•._7-"~S^- 1^ .■^ 

ij^.^..>f.^iA—i 'c. H_...T^:rr: >. 

6 ><....is._Ni. X ir..A- A... if: rr:..,..r^ 

7.rH..-.k.^^....A^-...a.......'ri=.....!?!=s z:::::^: 

9.!s.....'i=._..*?_._C^_....Z3S.....™.....?S._..!S>?>.. 

m A..._^.....:rtl J?.....M5....^rte....,c;X>....>,as, 

ii.C:...S»p....ii-.....t^....4, fe.....^jt,...v»^. 

Bxepolse 87. 

Write in Shorthand. 
1. Rosta, mast, mist^ paced, raced, bced, best 

3. Stab, steal, sting, stop, stoop, star, stark, stale. 

S. Stung, stinging, stores, steer, vest, waste, wastes 

4. Past, peats, tossed, <ests, fused, sneezed, 

5. Voiced, lejoioed, anirssed, An^st, spaced. 

6. Reposed, dismissed, fastest, advised, revised. 

7. Chester, Hauchester, musters, ministers. 
6- Tasters, coasters, feasters, Bajcstfir, Dexter, 
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Bxeroiae 88. 

Btad, eopjf, and troHteribe. 

1 r::!:...>....%.....-rrr:..-4..,^. .r:(...^......c: 

-_..i..:.^:r:...-?? , t....^..-._^.:? 

7 ,..wc:'...)...vria..X-tf-. „O...J...^...^.j....v,...Yi 
tf-*-..x? 8 L.,w....-/......^... - ...C..„':>\ ....r....r<i. 



Exercise 89. 

Write in S}u>rlhand. 
Si: 1%* nunea (of the) Tessele ar«-lhe SUf aiwf-<A« 
Chester. 3^ Cheeter sails west on. Wednesday nexl, tlia 
first of July, and-U moat likely fo-reoch Rochester by-ihe 
next day. She stops of almost aU4he coast (rities on-fA« 
route, Tf-yott-wiil-be influenced by our advice, yMt-wUl 
book a passage by-tMs vesBel to-daj. Tou-must own yov 
have-no-time (o-waste if-you-are to ie tn-time ta influence 
Webster and Staveley. The last (of the) bales uaa \, 
invoiced to-day. 7%« rest (of the) business ean^ 
dii<cn!:?«d when ywt^eonM to-the office. Tonrs. 



LESSON 9. 

CIRGLES SW AND SS. 

45. A large circle at the iegirming of a stroke repi«- 
sents stn, as ..9.. aweep, .JT^... swim, ._£>. meiteh; and 
a for^e etrel« at the end oF a Btroke repreBente the light 
or heavy sound of «*, as .;^_ paeet, . ^ raiaee, .^Ua. faces, 

46. The circles sie (sway) and « (ms) are written in 
the same direction as the circle t. The euiay circle can be 
written only at the beginning ot a word, as ..£.. fioeet ; 
but the ««8 circle maj be written in the middle or at the 
end at a word; thns Jx. neeesaily, _.v^.„ nieMS, 

47. When a vowel of Aer than short t occurs between 
the conijOiiants f^presented by the large medial or 
final circle, the Towel sign maj be placed within the 
circle! thus .i^. in«i»t, .=i^-.. exereiae, -=tS- exereieee, 
-ir^.- ColoMue. 

48. (a) The »u> circle is employed iu phraaing to ex- 
press the words a» ae; thus„S_.. at me have, J\... at we 
think, .^_ at ut eon. It is also nsed in the phrase 
j£!. as wen as, 

(() The tt circle is employed In phrasing to express 
the two s'b in snch phrases as ..JQ. ihie ia, ..J?., it ia- said, 
.H. as soon at, ■^.. in this eity. 

(e) The circle a may be used instead of the H loop 
in phrases like -Xr*^. it mtist be, "t:aA,- you mvtt 
neeive, .J:.J:^. latt lime, -^~^- neat time, 
40 
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49. To avoid nn avkwanl outline the apirard y is 
nritCen, whether there is a final vovel or not, when 
T follows a straight upstroke, or vhen it foliowa a 
curve and cirelo like Va or v.* ; thus j^:^... were, 
■^;,rf^ weory C^<Bi^ officer, ..^j^.. «M«m, ..ii^i^^ an- 
tcer, ,.-,J3i2. necMsory. 

Exercise 40. 

£ead, copy, and tnuiMriht. 

»% -v-.;f # A a,. .^,..^. 

!!.?>i a_.j? .■.e-...;cr: ;'^.. .<u. 



8 ..^.....:i9_.....if •:f.. k...^ 3 f^. 

ij. (5..._b Z&. V a...„.»i). »^. 

« -^Ao- -^ ■i^---Nj-Y^ .>^,....jri^-jy.. 

6^?. Sto-......»5. -CXo 3«, v{.,_...,.jS: 

7..%._^f._..=&r:_...•^....^<r.....^.....l,,Ji^. 
,4._....^.__Y....,z.i.^S' s^-..-^..-v 

Exerclae 41, 

WriU m S?Mrl}umd. 
1. JJ-M-said 'A« ship Swallow i« fo-sail on Tuesday; - 

hul-lhii-i* wrong o*-we-ftnow aha-is still in ballast. 

S, ^■•iM-Aai«-siiid, <ftfr-M t^ switt«st, aii'Well-as-lhe big- 
gest, steamer they oien, 

8. AK-vie-can easily ship oM-tht cases (o-morrow, you- 
'mutt-bt ready fo-matl o^I-f A« invoices. 

4. Fou-mii«t emphasize fA« necessity (of the) case, and 
«M lo-ihe boxes being readj tn-timti 
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42 OODBSII IN ISAAC PmUN HEOBTIUND. 

S. Jf-ta-Mid A« t«tus«s to^w «i«-fA« allowuMes othfAe 

pieces of silk. 
0. ^-Aa chooses fo-reaist u«, vAa<-«Hi^A<jr tlo wlfVAe 

piecw? 

7. T^y-may insut on refiuiDg-lAe laces ieeauM (of the) 

exce&eive chsTges, ox\A may ask tM to exchange thtm, 
a«-eoon-<u-fA<i/ ifcnoiD-fAe cost. 

8, you-miMf-rec«ire a check, auna oa laat-time. 

G&tlllULOOS. 

...?... oa ta, o M oa, c f^ta Va or ihiffMtlvta, .St. o%kr- ^ 
aaZtva, V speeiai-ly, .%... tpeak, ^ ttverai, c* yet, 

Exercise 42. 

£«ad, copy, and tranteribe. 

1 ( 6....i....K...o.....^.....^....|_.;...cic...— ^ 

2 ^...6...4.. 8 :?3....^..^...„......)...::«^,...i> 

4 .^..^.....s^i.. .s ^, L^ .... ....!oi:.. 

5.>v<.....'.£....C...a .^- .fe:....>.'..«/..CL..v 

6 k .\ .^ , va :::i......^.....^.i 

7 z. .....^...<.....i^...,^..:....L..?... j.....r...^k. 

8 «;i-....,^..^..ja.....l^..^....si Jc, .•d_.._fe:. 
.irfr:..^. .>;>^.....^..:.....3... 

ExepoiBe 48. 

Write tn Shorthand. 
1. i>i^ou ituiu if-they themeelveg have Boid'lhe switch 
loathe new firm, os-m said <o Ae-fAe cas«f 
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ciBCLBa "8w" AND "se." 43 

3. Yet, tee-Tiave owselvM seen eeveraZ (of the) switches in 
ute, and-ve-have speeiai reasoas fo-suppose the tact 
to be aa y<nt state. 

3. We-aTi specially desirous ofJiaving-lJie new Benson 

steel tubes pul to a test, ivnd-wt-think Benson's them- 
selves should Kt-lhe test, to they-may see-the fact ie-a* 
we Bay it-ia. 

4. /-will speak io-the head (of the) Arm, and suggest a 

test the nex^time J-am-tn-fAe-city. 

ExerciBe 44. 

Sead, copy, and trtmseribe. 

A,..fe....:?^...._<<v..3» -S; L. ^._.l....'r 

..n..x.S:^J ^V...^....|_^. ..^..j^ 

^- ^=:^ 4^..:3fr^/r!^^.. ^.: L.... ..X 

-•....ci.....v...'4,.i.^...<ef....L.a, ..„..<? 

k^..^r^....::i..!^....^ LV; r.,i...x.......) 

^■■■" ^ I- ..:i....^., ^ 

Exercise 46. 

WW;« tn Shorthand. 

Svaa (ft Lester, 

Kansas City, Mo. 
Sirs: 

We-havt a speeiai sale of essences aiid sweet symps 
fo-day, as-il-is necessary to dispose o/-BOme of-our stock, 
Ai'Ure-knovj just what you use, v>e-ean, if-yoa-like, select 
a dozen cases and set them aside, and you-can take same 
(M-soon-tM yoH-are ready. £flw-many shall v>e set aside, 
or shall we ship you a dozen spedaily nice cases? 
^ Yours sincerely. 
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LESSON 10. 

VOWEL INDICATION. 

SO. A Towel cannot b« read before an initial circle or 
loop (see paragraphs 36, 42, 46). It follows, therefore, 
that when a word begins or endt with a vowal, a ttrokt 
coDsouant must be emplojed, and not a circle or loop; 
tbus _t=.- ask, .XT., assail, --Vv- 'w'eep. -<^ wy. 
-t" dai»y, — t- dusty, „_L honesty. Compare these 
words with ,^Z^ sack, J T sail, -^TTS-_ sleep .-ii, rose, 
,£.- days, „t_. dust, ..!j?., hoTieat. 

01. A vowel cannot be shown beltDeen the lettera ex- 
pressed by a loop. The t^arate letters, therefore, and 
not a loop, mnst be written in such worda as .-^Sc. ie»et, 
— «_. ta^t, ..■vT. reside, ^^^^ pa^ure, ^... visitor. Cora- 
pare these words [^with .."Sa. best, JS— taste, _^. raiaed, 
.^^^SS^ pastor, J^^Vcu investor, 

63. The stroke s is written at the beginning at a word 
when s and a vowel /orm a syllable and are foHowad by 
another voieet, or by a or *; thus _4*_ science, ..■^. iSiam, 
..S-1. «ouf£nj', -sv.- <o««r, _v„ Mt'sure. 

58. The stroke » is written at the end of a word when 
> is preceded by two vowel signs in different positions r 
as .|4t, tortuous, ...il. joyous. 

64. The stroke s is retained in compound words like 
'~^.., saw-mill, ^t_ Mtw-dusti A... sea-beach, -X^XiL "o- 






05. It will be seen from the foregoing rules, ^d from 
tb6 roles for writing b (paragraph 16), that the outline 
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of a word frequently indicates ibeprettnot or abttne* of 
a vowel, and that, therefore, the writ«r may eatelj omit 
an initial or fiual Towel in very many words. Thus, he 
need not insert the initial rowel in words like _<L-_ tuk, 
,V. asmime, _X. ariie, because the outline in each caM 
indieatei a preceding voweL Nor need he insert the 
final vowel in such words m j4_ rvaty, ,_1.,.).. poliey, 
..r::::^. earry, i^^.,. mmmary, because the outline indi- 
eate» a Snal vowel in such words. 

Se. An unaeeenteA akort vouxl, in the middle of a 
word, may usually be omitted; thus ...7!^... abaenet, 
.A^^^ frumriMs, .^TLi^ eunftwwr, .j:^_ ntifftt, -TL^ <ie- 
loj/inff, ' V"'^ balaneed, . J.^_. ditpotal. 

ExercUe 40, 

B»ad, copy, and trantprib*. , 

1 ,^a^\..:^r;....vpv^. ::... — ....i.j, L..^.. 

8 -S....3....X ^....X...._'Sr.....«!f ....•?. 



.L,.(..ji:..r..:::j..iw,..:....L..^...u....-.,-f. 
.„.L..:^......-...i_<3.._:_if-^... 

• I .^._.i...*r:.....s.....j.. \ .u<:.._.s?._-_...!?i._.i. 
-o^J-t..- ^..l...ri^ ^^d...w.. 

.Google 



46 OOCBSB IN ISAAC PITI 

EzereUe 47. 
Write in SftorfAond. 
Sii: 

Wktn eon you ship ue-lhe Mid tea bought lut-monthl 
You Mid IM t&ouU-hoM-if fry-fA« following Wednesday 
at-tha latest IFa-on a* busy <u-iM-ean-i« just-now, 
an^tA« delay it oausing muck Anuoj'anoe to-our cns- 
tom«n, <M-well-(M loss to-oarielvM. Are you uneu)' 
oa-fo-fAe biU? Jf to, tne-ean msii you aheck on receipt 
(of tbe) invoioe. We ralj on-you^o ship lAa stuff by an 
eaxlj Btbuner, ond-ica ossuine ^ou-will write ua to-morrow. 

Obamiuloos asd CoHTKAcnoHB. 
'^ , langwtge or o««¥, s^ thing, ..^^^ ynifv. 
rr!^ onyiAiiij, ^.jt^ notlnng, iT'^ tometTung, JIX or, 
~\ your, _Z:^_ y«ar, ^^ JVmo FwA. 
Phkasbogbaiis, 
""tf^ I am lorry , -etr:dl..... tw are torry, j*t^.. you 
may at well, 2ii^^ yours re^eetfuUj/, -^-^ rupeetfutiy 
t/ovrt. 

Exevolse 48. 
BMd,ei^,andtranaenbt. 

rv^ . ...l..rr.....^...::^ ...^...^,.. -.^pi? 

W— -•^■--T^ |~~-"-^-=4. 

^...v, — ;...4^...[-...l...'r:....^.3,, i^.„^^ 

.^_.,c. ..^.,..^.^.. .^........^^ 

v<i ...L.^ j\__i...v^..y.. J: , .....r. .^_ . ...cr.... 

V..;i- ^....),-A....v.::_.n ~.-./± 

t _...:::i...:^....^. ..r>:\,,_ 

■f' ' C&gic ' 



VOWXL INDICATION. *7 

Exercise 49. 

Write in S/iorthand, 
I. /•«m-sorrj J-ean-do nothing to oMlst tht Sodet; 

8. Tou-may-ai-weU t&ke vp-the languagt now a* ntxt 

year. 
A. If-you-art fD-make anytMng o/-yours«lf, yiw-will-AatM 

fo^do-MnM'Ain^ f Am j/oor. 
4. Ea'Oe^o'i Eeeu-fAa new Aoum wAteA Robson Aim bought 

hy-Dit beocb ? 
8. 2-tA*n^«'f-tnM an nnwise th^ng to baj/ to large a hovae 
. just-now. 

6. WhafSoea yotutg Jftokson baj? 

7. Does he think-iUviaa a viae thing to-dot 

8. We-are-Borrj to see Jackson m to-let.ve-tha oitj next 

fixerclie 60, 

Bead, copy, and franaeribe, 

1,^...^....^., ..^^., ...^^.. !5i;._sd:..,a 

^.....:..;^3...;^.::j:....::^...^„^...L, 
Jl^..v_/:„.l-...), kr.....C_..-_^..:_=^._lt, 

s^...A...i...K^^-.- .r._..5^, .__^....C!w .- 

^,....^-..^....^^,,-^....'r;...lo...'n_^^.Xj,. 
,^!^:::?....N....L.^s_,...^....:::i.*i..«i-_^ 
:rr.^t,...x/i..^...).....s....j_...i./„_U...<t^ 

-. .,.,Ci.)o<ilc 



^- ^/- 



Exercise 61. 

WriU in Shorthand. 
Spencer & Reed, 

JVeio York, N. Y. 
Sirs; 

Each Heuon if^he past six yean lee-haoe bought your 
books of science and-ham-!iad to pay excessive rates 
on-ssme. We smphaBize ihia fact bteaate if-iee-are 
to-maka a SDcoess of-our business tee-must sell the books 
at low rat«B. Can you sugg^est how we-may ge\rth» 
charges reduced, or eon you m-any-waj/ assist us in 
redncing-<ft« cost (of the) books? 

Youn-re^eetfvUy, 

Exercise 63. 

WHle in Shorthand. 
Haseef (6 Dojle. 

Worcester, Mass. 
Sirs: 

We-have-yaure {at the) SOtb, and yon-may-vAj on our 
mailing you-f^ policy on-Satmdaj next. We-Aotis-Bees- 
/fte assessor to-day and-have Induced him to-eigB4h« 
necessarr forme. We-ara-aorrj to-have-had snch a delay 
in-thit-etet, iut-uie-have-had fo-move oautiouslj to-at^ 
InBnre nuxwH. 
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LESSON II. 

REVIEW. 
S7. The following is a brief rsTiew of the rules given in 
the last four lessons; 
(a) The oirda > is vritteQ baekwari to a ttraight letUr, 

intide b curve, andou/Mdt of an tmgU. 
{I) The loops tt and «fr, and the circles tui and sa follow 
the aafnt rule of viriiing as the eireh ». 

(c) A circle or loop is always read jSr*f at the beginning 

of a, word, and last at the end. 

(d) A stroke consonant must be written when a word 

btgim or endt with a «oum4ed voael. 
(fi) The stroke /'^ is written in the aame direetitm as 

the eirele and curve which it precedes or follows. 
if) The phrase of the may be tndiealed by writing the 

two words which it connects close together. The 

word the may be joined to a preceding word by 

means of a light tick. 
(j) The sie circle is used in phrasing to eipress the 

words at vie; and the u circle is used to espres? 

the two e's in such phrases as --^ in thi« city. 
(h) Upward B is written in words liko -iiC~- roar, 

jrfT^^,, ateare, ~,j^~ sitteere, in order to avoid an 

awkward angle. 
li) The ilroke ■ is the first sign to be written in words 

eommeneing with e-vouiel-a, and it is the last sign 

to be written in words ending uith u-oue; as 

-A^ laueer, -i;- aendtiout. 
{j) Thb initial or final vowel maybe indicated by Iht out- 
tine in such words as JI^^;^.^ argue, .\~. arrive, ' 



D,<iz=,i„ Google 



60 OOCRSB IN ISAAC PTTMAS aBORTHANfi. 

_JL acid, ^ mwiy. .^ jury. :i~Z^ taiary. 
(k) An wiOMBnfed ihori mnetl in the middle of a wotd 
ma; nmally be omittti. 



Exercise 68. 

, and IranaorOie, 




IS ^_s_ N— >-ai-rJs._c:...w--- 

ie"l..<...V-.5-.-/-:.-^....s.!^-)...5:>^...:...- 



Exerelae 54. 

WriU in ShorlAand. 
1, Ji oughUto bt our mih to-do oH-iM-eon to (walrt Mmm. 
S. Oh I yM, they-tnay aJl corn* to ««« iw, if-thiy with. 
S. I-thall (uk Am to-jpsojb jo-t&ani, and jrm (A«M a 
■pseiW lesson tehen-they eomt. 

4. T^OM-w^ inou'-fAt best, u,j it-it an earr Uutguage, 

5. J'tnyHf/AoM a itiimA different liew to-thit, and^I-mutl 

own lY-iDiM Aeyond-fiM (o-mutor t(. 
tf. I-thatt-ba happy to tee each youth take a difftmU 

lessoD, tmd-ne-*hall-tei vhieh doea-the belt 
1, We-had almost to force him to vte hit injluetiet «'n.(A«- 

-cBie, and-Lleai it-it of no vie now. 
8. I-muil ask them to-go to-the citj them»elvtt and tee 

to.it. 
0. Can-we-do nothing to aadst tht youth' f 

10. I-ihall-be happy to-do anything you think beat. 

11. I-mvtt'Bdj I-thinle-we ought to-do-tomething. 

13. I-tm-Bonj lo Bay yov-may-at-wM give it up. 

U. If-hia cousin t« to-come also, aa-i» supposed, 1-ahail.it. 
•most happy. 

14. Wt-are-wynj to know you-are fo-leave Nevj York. 
19. WeshM-hottt to-go ounetvet and tte-tha thing, 

15. What-do-you thirik-they-yiill-do when-they tee we-had 

'o-take a special car ? 

17, I-think-lhey-yrill stay aira;r, beeawte (of the) cost. 

18. So-you know-the name (of the) Teasel in-tAs dockf 
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LESSON 12. 

miTlAL HOOKS TO STRAIGHT STROKES. 

69. A Bmsll Initial hook, written in the oppotitt direo- 
tion to thftt taken b^ the hands of a clock, adds I ttt 

the straight oonsonNite W II / / -^ 

thus forming a series of doubU cousouants; as 

^ \ r r / / ^ c_ 

pi bt a dl ehl jt kl gl 
S0. A small initial hook, written in the turns direction 
as that taken b; the bands of a clock, adds r to the 
same consonants, thus 

1^ X 1 1 ; ; _ _ 

pr br tr dr chr jr hr gr 
80. These double consonants are named pel (as ii> 
people), per (as in taper), etc., to diatingnish them from 
outlines formed bj the separate letters, as ^jiz (pee-tt), 
^S~^ (pee-ar). Vowels are placed and read to these 
double consonants just as tliejr are to Eingle consonants; 
thus ..T5i.. e«p, ..^rf>>.„ eouple, _TS^_ eoupUr, ^_ ap-, ., 
ply, ^ press, .d^. impress, .C^t;^^_ in^esemg. 
Exercise 55. 
Sead, eopn, and traneerib«. 

24.<i5....2k...-X,.._<..4.....S=......y...'::\. 



^V^^-^^ ^4-4-+-'^ 
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UdTIAL HOOEA. 



u.;::n...=-....X....yrN.....^...."r^ .V.^^.-.t 

Exercise 66. 

OBilMHALOQS. 

% . apply, \ able, .s^, belief or believe-d, „'__ ai all, 
r («ii, _.]:_ tilt, r deitwr-eiJ-y. 

ITnie in Shorthand. 
1. //-pou-wiU opp^y /o Major Gray he-may-be-aih to. 

-telUyou. 
8. Jtria believed the Major may-ht a.va.j tilt-the fint of- 

8. We hope to he-able io-ddiver-the cases (o-morrow. 

4. Wt-do ow beet at -all costs fo-make delivery wAm* 

promised. 
B. ^atw-you ddivertd-the blue omJ black cloth to Briggs 

and Baker? 
6 Teil-the auditor to-iaka-the ledger and see tehat Peten 

?■ irAa(-<s-/&« least price at-which-yoti-ean deUver ym» 
brass paste I'n^tass bottles? 
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54 COUKSE DC ISAAC PlTltAK BHORTHAKD. 

8. W*-art mftUlng you BftinplM of creua Ue« to-dmr, 
ond-tN-regnt ue-were-UDsble tt^do-to till now. W«- 
-WiMM you-«(in-da tM bettor al-the-prioea, 
■ Okammaloob and Fhiabboorans. 
.!L^d(>ilar-t,^^I^eaa,t^epKMy,^.^Aoeior, \ dear, 
_1_ ((«ri^lJ^ 1. D»arSir, ^V^ FounfrttJy. 
Exereiie 57. 
£ead, <^py, and (ronwriie. 

3^. -,V—)~--;=--^-^-^-| 1-— 

v^..i. -kSL-^-v— ---,-» ---«-'■•■(->• 

L^-. ..i...L.^.iC....!5.......,=^:*...f4..., ..Ht-x 

k..i3....|..2}.U ^^....^^„/^....^^ 

i J._^. ' .^...>^_...>^A-:.. ^...__ 

i Exeroise 68. 

WriU in Shorthand. 
Samuel Brooln, 

Troy, ff. r. 
Dear-Sir: 

May I bring lo-your notice iht enclosed price-list and 
samples (of the) fabrics you taw during yow eali last 
WednesdayF I-mi-aMe to-dtliver these in blue, black, 
or gray, in a couple o/-days. The fabrics are ail tquallg 
darable, and-t?tey-have no equals at-thi-prioes. I also 
enclose a notice oj-my usual April sale, a»td thallit- 
■pleaaed to-havt-you call arid look al-my stock. 
Four*- truly. 
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LESSON 13. 

INITIAL HOOKS TO CUEVES! 

41. A large ioitial hook adds I to bdj curved tob- 

jonant except f^ I, "^ r, ) a, ) a, ^ ih, -^i- ng; 

**"" ^ ^ C C ^ C^ Cl. 
fi vl ihl thi ahl ml ia 

62, A inuUl initial hook adds r to anj curved coDsonant 
except r 1,~\t, ) s, ) t; thus 

■L IL ( ( J J ^ ^ 

fr vr thr thr thr ihr mr nr 

63. The sound ng-r, aa in .s.<r^»inger, -^^i-to^. wrxng^. 
is Goapatativelj rare; hence, the sign ^ is used to 
represent the mora common sounds of ng-kr and ng-gr 
as beard in the words [j^-n banker, .C^. thinker, -Xi^^- Jm- 
ger, -./Sn^.- Imger. The douhle consonant ah I is almost 
always written upward, as ...it-?., official; while *fc »■ ^ is 
U4VAIB written dovrnvtard, as ■^- JUher. < 

Exercise 59. 

Head, copy, and Iranteribe, 

I !i.....a,^^....^ 5^. .c:x-. SL <^-...<s_ 

3 .S^,... Y..<i^ .Q3....__(-^ S^ Ji^ 
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■\^;^ ^Pi^....j^.- 



Cj^ VV SrV^ t-t-i 

ll'^.._■:^...J....^,...^,„..t.■.■3^.-?^^i...rr:^ 

12 J., j^.... ^ A.... ^ !h:0-. SiT^J...-™*;.-^ 

" -^ -\v- r-i ^ j_,... ;;_,, — ...V 

QRAHMALOea AND CoNTBACTIOKS. 

"^ for, _Ss-. over, ^ ever-y, _^_ etl7, C ofW, 
^~^ more or remaTk-ed, ""%, remariable-;/, c-^ mere or 



Exercise 60. 

tTriff in Shorthand. 

1. 3^ remarhxhU affray ii oner, and ecery wise thinker m 

2. JbJKt. Frank Fletcher remarhed, ilitt effects o/ on ei-tl 

S. We »au> Mr. Tinker. Ihe banker, in Yonkere <w-Friday 

la«t. 
4. HtJicoB near-ihe flower stall m Fourth ATSDue; huU 

-tM-ftntie-seen nothing of-him aince, nor-have-ve-had 

any business *n-M« bank. 



I,. iz=<.„Gooylc 



INITIAL HOOKS TO CUBTIB. 67 

B. We-knwe no-more. 

6. Ho, we-had no other talk with Mr. Tinker, bei/ond a 

ntert remark on-lhe state of business. 

7. The banker uoa remarkably nervous, tt-M-said, but 

brimful of energy, hopefal, atid ready, you leould 
think, to conquer an}/ trouble or adversity. 

8. Oh, yea; he-wag a toUt abstainer, and drinkers were 

Bimply offensive to-him. 

pHRiSEOBlUMS. 

T\ your favor, ^ I am in receipt of your favor, 
'^ in reply, ~~\^ in rtply to your favor. 

Exercise 61. 

Read, copy, and tranecribe, 

1.3^, .?j^5v::.__ 29 -•-./> r::^^,/:::^.. 

o \. ..rt:.-^....6...-::r\....j,.r::^....^^^ 

— ^.L-...^«S. ..:v,.._ 

J 3^ , ,../X..r::?-.4 , ...-5^. .^...^.....V- 

.->o^l^ 



68 ootmsB m ibaac pituan shorthand. 

^-. .<^.w:.'„....L..c..|^s^„_^...i.. .>^.. 

Exercise 63. 

Wrile in Shorthmd. 

(a) Dfor^ir: 

Four-faTor of-May 4th Aof just eomt fo m^ 
ond-Mi-replj uM-be^ io tAj the tank yiw sold u* Iwt 
April does a!l-you clBim antf-mnre. irv-fWnJb-tf 
rnnor^ai^y cheap, nor do uw-/Atnt*J llkelj tet-thalt 
VM any ofAer. 

FowB-trnly, 

(b) Bear-Sire: 

/-Bm.tn-receipt-oj.your.favor of July 37th, and- 
-tn-reply beg to enclose Bamples of Zephjrs iH near 
(M J-ean get io-yow shade. Trusting thtu may 
Buit you, 

Tourt-respeelfidly, 
(o) i>ear-Sir: 

We-Aaw-your-favor (of the) 10th, ontl regret-(ft« 
trouble caused you 5y-(Ae error o/-our entry clerk. 
Please charge ua mth4h* overcharge onUhe fortj 

Sttpee IfuUy-youTS, 
(d) Afraid, fraud, author, freed, differ, inner. 
Owner, honor, banner, fisber, primer, turner. 
Bunlier, anger, shrewd, shroud, shrank, shmb. 
Flash, flaror, fiax, flask, flurried, flank. 
, Bushel, muffle, (trapnel, approval, shrirel. 
Flipper, reproval, flaming, flare, fluke. 
Tanner, dinner, joiner, liner, fragile, freckles. 
Driver, drover, shovel, thinner, vainer, froth. 
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LESSON 14. 

INITIAL HOOKS TO CUEVES (Oondnded). 

64. The curves ~^ r and ) 8, not beiog hooked 
for I or r (see parftgraphe 61 and 63), are hooked to 
provide extra forms lor fi and fr, and (A I and th r 
respectiveij, the aigng thus obtained being thickened 

for the corresponding hear; consoaants; as 

^ *^ "A "\ ■) 1 5 ■) • 

fi vl fr vr thl \iil Ihr thr 
The initial hook to f I is explained in a later lesson. 

65. The right curves "^ "^ 9 *) mnst not 
be used at the hegrnnxng ot a ivord. As a rale, thej' are 
most conveniently written after S horizontal or a straight 
uprfroia/ thus .^^t51- seufU, -....J^'.. cavalry, :;t^S~. in- 
flarae, ,^S^'.. revtlry; but the left curves ^ t_ are 
better trfter m ; as ,..tH — mwjjfo, ■,/'^^. removal. 

66. (a) The left curves "L C etc., are used when 
they aland alone and are prteeded by a vowel ; aa 
^-O/iw, ...A.,auiAor. 

{&) The rtjW curves "^ " are used whan they 
gtaad alone and are not preceded by a vowel ; as ^_ fry, 
..!)... three. 

(c) When joined to another stroke consonant, the 
form is used which gives the better joining. As a rule, 
it will be found that a right curve joins best to astroke 
which is written iowarde the right, while a left curve 
joins beat to a stroke which is written iowarda the left; 
thus ..!^_ /ram«, ..:Z!5(.. mover, ^^frill, ._^_ Wtier ; 
hxA.^... average, b^.. fragile, -^— - Jefferson, 
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Exerelae 68. 

Stad, copy, and tr a nieribe. 

, ^ -^ ^^ ^^^ ^ ^ 

.•)^....J.rJ.4....^...«a_.^..-•^^.^^^..rv, 

6.«r\...x..^;...'..w?^...^^..,<c:a..c3...rv-. 

'i-H i^..-L..'5....^...>S-^.-<:>-V^ 

QlUKKALOOB. 

°^ ftvm, "^ eery, _S!y kovever, 7 their, thtre or 
they are, .J^ through, —S- therefore, ^_ principle, 
priTKipal-ly, JS.. liberty, X member m rememiieT-ed 
_ev- ni*mier-erf, 

Bxereise 64. 

Write in Shorthand. 
1. It-wai, hoaever, through their prin^pai member the 
firm too* oW* (o secure (Ae buainesB m leather. 

3. They-are likely io-Bucoeed, 

8. Il-ie very true, Jui i(-seama almost Incredible there' 
•ahould-be Buch a large-number of-members in-lhe club. 

4. I-thall-be at liberty io-morrow from flva o'clock to eix. 

and-I-ahaU, therefore, fa-pleased to eee-you if-you-ean 
g%ve me a call at-my house. 

5. T-remember-the oases, and-ihey-weiB numbered 85 to 40. 

6. I-have-aoBD-the packer, too, and he r»memhered-th» 

numbere easily. 

7. Be agrees mth me, and yott.may, thenfore, tak»-the 

numbers ae rinht. 

8. They-are very easily remembertd. 
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INITIAl. BOOKS TO CUitVEB. 6X 

PSRASlCOOBAtfS. 

Y~N y^lf f'^y yours, ^V% early reply, "\ your 
rejig, "'"'^ lam very torry, J I shall bepkaaed. 

Exercise 66. 

■fieod, eopt/i t"^ troTiseribe. 

a 3^; ...t4...^.:::vf:\....^,._..V:.2o. ..fd..y^..: 
.s^- — t . .4 ,.-:!:^.^ k....^. 

»^-'--=^--'-"-^" -v^-' 

1. 1 , ..r:>::...s..,.)....-i...:\..^.._.iS..N.....<3 

, ;. ....S^ ._.L»^...io, .__Vl'.r\ .t5i. .. -^ ,-Y 

^ ^t '^^^ y^'-^^x .-..!i\^ • 

'jz^.'s......'^. :m^ , j.:: n.„.^ 

r....>::„::::r_.^, ...•X:^y^l..c:::...A. 

.x.-\P----.sx^S' -^ 

i3^. ,v,^^.V...'::::J>.-..\^ >.....rr.....^ 

j^..k5;.,d. A..»_..i...rz±(... .ryi;^... 



62 OOTJBSK IN ISAAC PITMAN SHOHTHAND. 

Exereiae 66. 

Write in Shorthand 
1. Novel, miTel, hovel, ruffles, influx, Bnowflake. 
3. Phrase, phrases, phrased, paraphrase, freeze. 

3. Thrice, thmsts, tethers, gathers, throngs, wafer. 

4. Bather, bother, Arthur, clever, cleverly, clereniesa. 
G. Reefer, briefer, belfry, craver, rover, Bethel. 

6. Lethal, breather, recover, cleaver, clover. 

7. Go right through-tht priiicipal avenue, and you-wQL- 

-set Mr. Parker's home by-the side (of the) river. 
6. Follow the prineiplee of-liberly through life, and 

Si>tt-will.Je a true citizen and a worthy member of 

society. 
9. Look your trouble bravely in-the face, and you-wlll 

very-likely discover a way to conquer it, howtmr 

severe tV-may-seem at-the first. 

10. RemeiT^r, he who wavers in-hie resolve m alreadj* 

half lost. Tow aim is fo-succeed xn-yow" lessons. 
Therefore, be very firm, and go through-tha exorcises 
set foT-yoii (u-well-oa yon-ean, They-are apeciallt/ 
devised for-you. 

11. Do-you remember-lhe number of Mr. Frederick's room 

at'the Waverley Hotel ? 
13. I-hnou>-the price woi (6. 
IS. The frivolous clerk was-mueh flurried on-the arrival 

of-hie employer. He should remember there-it a 

time for everything, ani-it-ie wrong to trifle during 

business Aours. 
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LESSON 15. 

CntOLES AND LOOPS PREFIXED TO 
• INITIAL HOOKS. 
67 The circle « is prefixed to booked curves and 
to straight coDBonantB hooked for 1, by writlag the 
circle inside the hook; thus .J^ cipher, .»—. decipher, 
__«~^^ simmer, .£^_ dvlcimer, .!!^„ signer, _ts^ de. 
aigner, ,:&_ civil, ■^- peaeefid, .%^ sable, „t.. disable, 
.J..„ selile,SS-^pedeBlal, _«_i_ aiekle, 7s= bicycle. 

68. The circles s and aw sod the loop si are prefixed 
to etraight consoDaotB hooked tor r, by writing the 
circle or ioop on the same side as the hook, so that the 
circle or loop may be supposed to include the hook ; thus 
.^i_ upper, ..^i^ supper, ja^, steeepsr, _!V.. sleeper, 
Jt^. prosper, ^_ eater, ....^ siiter, ..^... sweeter, 
.._1_ stouter, „*L- destroy, _jri=_ ocAr«, _(jr::_ «oaA«r, 
_cjtT_- stoker, JTT_ sieagger, Yjj.... .. ■/'(Kk-sereic. 

09. When a circle and hook occur oiediaily of on an^Ie, 
both circle and hook must be shown; thus ^^~ pastry, 
.^r^._ elaeper, r3„ ea;fra, ._X irais/nisi, jS!s lus/rowa, 
j!^ neiter, ■^-- iMfener. When o— or <r— follows t 
or d, it is written thus : .tr.. Tasksr, Jj=n. tusker, 
Jrf. disgrace. 

Exercise 67. 
Bead, copy, and transcribe. 
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H i;^-:/t-t^' 

' Gkaunaloos. 

1 strength, \ truth, „1_ true, / eAoir, _.^,. eheir, 
.U-Jarger, e— cor«, ._4. »ur«, J j)tew«(re,^_suiyrMa. 

Exercise 68. 

Bead, copy, and Iramtribt. 

i^...:...1.....3|r....:r:...:^...<J i^.ji........^ 

2 \^.;.. . (S. . ..!r:^,-:5...x:C .....u ..:>....-«*. 

^^■■=vs- \...:x^.r....^..u x..^:^.J 

rX .Sj^ IjT.. L...l...:x^ .'. .C > 

«'^-./...^,4..._v....±...N..c...i, _.u..'^...i.... 

^..^...,s:4..L...._-n...6...^..,t..:^...V,. 

8k...L„t.......i^.i:^.j..i...,lL...!tCf...,..1r 

.:;:^^....-:,...-ri<-. t..r>^_..;._......g.. _ 

Phbaseoorams. 
^~^ I can aetur» you, JicLL I regret, '''"^S . I cm^ 
^UTprited. 

Bxereiae 69. 

Write in ShoHhand. 

(o) Dear-Sit; We-are-Bonj to-ttoxMe-you, hut if-you- 

-eon posdblr deliver our cycles thit month, toe-ahall tske- 

-it a» a fftTor. We should also &<-plsaaed to M» samplea 

{at the) new goddles. Very-OvAj-youre, 



CntCUEB AMD LOOPS. 05- 

(b) Dear-Sir : In-nplj'to-1/owr-tt.Toi (of the) 14th, your 
eycles ahaU-bfi-detivered aa earlf nixt moath lu I-ean 
possibly get thetn out. /-regret /-am-unable to-deiiver 
sooner, aad J-oon-assure-you if-wcmld^ a phature to 
oblige-jfott ty-poasible. I-am-mtrpristd to Imota you have 
still to tee-tha new Baddies, and-I-Aia taaSlag you hat/ a 
dozen samples fo-day. Yourt-n^ieetfuUy, 
Exercise 70. 
Rtad, eopy, and Irameribe. 

i.^„......^...i^......L..^...-.:fb:. 



1. Noticeabis, sUter, stager, stitcher, stiittet. 

2. Passable, claMicol, blissfal, displace, rasper, 
8. Deceiver, expresses, satchel, suckle, supplies. 
4. SnFer, sever, sufferance, upspring, supersede. 
0. Soribe, suitor, streak, spruce, straw, strays, 

6. Sadder, snpTeme, string, scraper, strainer. 

7, We-are-Borrj to.kave to destroy tht claim. 

8, I-«.ta-g>irpn8«d you-ah&uld Bnppress it. 

9. /-ean-Bssnre-you I-haw seldom seen him. 

10. /-regret to see so strong a case on-the olhersiie. 

11. Jt-may-be a Htruggle, trnt-we-shal! scramble through, 
13. I-am-turt you uvuZd^ nothing dishonorable. 
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LESSON 16. 

N AND F HOOKB. 

70. A sdmU final hook, written in th« Mm* direotlon 
u that taken hy the hftods of a dock, Adda n to an7 
straight eoneonant ; thus Jl^pain, —JZ- font, — /:_ ekam, 
.^. coin, ,^. run, jt<2. wwi, .rfHH h*n. 

71. A small final hook, written in the oppomtt dlroo- 
tion to that taken by the hands of a clock, adds / or « 
to any rtnight Consonant; thus ..^^ paM> — tl— iofffh, 
_/l_ ehafa, .XZl. eottgh, .. ^ , roMgh, jj^ uotw, _^ AeoM. 

72. A Email final hook, written insida the curve, adda 
n to any curved consonant; thus js^,, fain, V- , oven, 
_^_ thin, _»_ (Mfw, _ir.. OMt^n, ..}z.tont, .^^oeeaa, 
_2^. mine, „:ij_ inoten, J^_ loan, ."^ com. 

7B. The n and / hooks may he employed medially 
when they join easily with the following stroke ; thiu 
— ^ punwA, -jt^_ (rm^inff,.fT^!l_ co«nMiy,_ii^^ runn«r, 
..^;i>-t- paving, .-L_a_. deafneti, .. A^._ eiojtnp, _^_ m/er. 

74. A hook at the end of a word is always read laH; 
BO that when a word ends with a tounded txnmi, a stroke 
consonant must be written ; thas ..^^— ^.pony, .L^^ (feny, 
..tfT^:. Aoney, -\~- puffs, -^ eoJTae, Vj^ /unny, 
_^_ *A»»y, -"^ri-Le- mon<3/. The student should refer 
again to paragraph 55, when he will see that what Is 
there said with regard to vowel indtealion applies to the 
present paragraph also. 

75. Fiaal r, when hooked, is genemlly written upward, 
aa ^ hom, .k*- turn, .Jh. adjown, _i=ril, eor%. 
.b^ turf, .j::^. aearf. 
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Exercise 73. 
Sead, copy, and tranaerOte. 

iI..Jl..-r:...A....!:i..^X. !d.._3:....r£..:d:. 

3.'ir....!fe'...j!:^'.._A_^.._(?..-.C.-.£-_!r^L.fe': 

«_^.,....^^....N^..^,A,...^..^...^.....^....^,4.. 
s 5| .....5.....S>_...I^=5. J!?:=?.....1_J| l[.....4;. 

GkIMMALOSB ^HD COITTR&CTIONa. 

..!!!k. Aoppen, % ufwn, \ 6«n, J don*, _J_ (Jooti, 
y gentraLiy, ,S^., o/(«n, V^ Phonogri^hy, V^ j>Aono- 
graphtr, Kr- phtmographie, ^^_ «Pi(AiB. 

Bxepclae 78. 

''''<*<^ copy, and (nuMcrAe. 

1^-^ ■vJ-^ '-<;j-+ -..X .:::;. 

jr;.../...:r? :!^.N:....sj[i._a^^...)....._,... 

3 \-.... V A ...v ...•>, ..„ . . 5!.._. e.^..s^..z 

* /...„....^_.. ...^....^ ./l.^A. . -. 

» ^. ..,;....J ...^....1..^...^. V^....-.. ^>. 
^...<^....W.._N^...X....^. _ 

.._fl... ^^_i...^. ,...r:^„%..^^. 

^......V..,....3.........n....^.<s. 



tS OOUBSK m ISAAC PTTIUM BHORTHANS. 

7 !....A...^....N....^. .v:-.....\....^_..9:::., 

8 L.A.....N .w;...i_.c._.:r:...j>^„...-f.i 

10 b.-./.-vo'...':n!'...s^_;. /x 11 i_-/.-ltf^-.a<u 

PHBlSEOeBAMB. 

^4^ referring to yovr favor, ^ referring to yovn, 
\ endoee-d herewith, ^j Vest claaa. 
Exercise 74. 

Wn'ie in Shorthand. 
(a) jtfr. David Green, Lincoln Hotel. Brooklyn, N. T. 

DearS\r. Beferring-fo-^ouM (of the; 24tii June, tec- 
-ore.plea*ed vtlh-the proof of -yovr activity, ond-tmst yotM" 
Brookl/a visit may turn [>uf even more profitable than you 
imagiDe. We-ari niailing you to-d&j the sample of linen 
n&pkin for-whieh-yoti ask.. TfV«nclose-herewith a small 
length o/ fancy satin ribbon, uAicA-you- will- please odd to- 
•yottr-olher sampleS' We thovld like you fa-make a tpeeial 
eail v^on Thornley Sf Craven. We-have-done nothing with' 
-Mem since you were (ioun there last-year, and-we hi^ftnlo 
inow their general bnsiness is remarkably brisk juBt-now, 

Fourg-traly, 
(6) Mr. Henry Canning, Orange, N. J, 

Dear-Sir: We-have-yow-ta,^6r (of the) 11th, and-in- 
-reply we-have-tfie-pUaeure to encloBe-herewith price-list 
of-oitT new "Milton Flyer" eewing machine, a machine 
wAutA-iXar in advance o/ any make urs-AoM-ever sold. Th« 
cheap machine fo-u>AicA-you-iefer t* a foreign one, whieh- 
■vx decline (o-keep in, stock. We prefer to offer nothing 
Imt-the best-class. Our local agent ie very often near yowr- 
-place, and-we-ihall ask him to-call-upon you and explain 
more fnlly ail-we claim /or-ift« "Milton Plyer," 
Beepeetfully-youre, 
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Bxereise 76. 

£«ad, eopy, and tranteribe. 

1 ^ ...\...........) O:. :r.....\....:r:.....^,=s^, 

! L.. ..(... jC\..._. ..S.../. (....-.....w-l^..? ..._ 

3^.^..^..4J....|....:r:^....r^=:....l..U-.^^ 
4 ."C^...->/:r^.A .....^ .\^.. o... -u.,-™.... I ..^K 

6 i„....(....5.....-r::r......tL..u....^. .. \._...Y.-.I ...... 

6-^ .s,....k^:r:..^..„e......':\ .^.....:r....j... 

7 .^rrr"...... ..^:.(^_ ^^ .:i,.....V:Z:5l\..... 

8 k:.....°^...l..-\»,..^ ..l...-....r::;....r ...,.>...^....L... 

8 -V^ ..rV....f. ^.. .^... |,....rj, 

"> •^- J f ^ "^ . V A,...^...Wf. 

Exercise 76. 

Write in Shorlhand. 
1. Wooden, maintiuii, bacon, taken, Epokeu, reatraio. 
S. Abandon, banish, opening, winner, millinery. 
■ 8. Cuff, botf, dove, chief, rave, calf, serf. 

4. Striving, driving, provoke, defeat, davit. 

5. Balloon, Japan, floim, kitchen, coffin, disdain. 

6. Sjphon. Ealoon, none, apum, marine, chnm? 

7. If-j/ou-labor ieyond-your atrtngth ^u-will-Aotv to 

aee-Ihe doctor. 

8. AbIc yow cousin Fanny to favor u« vritK a song. 

9. J-»m-*ur« you-will like Phonography when you begin 

fo-leam it. 

10. Wotdd you eart to-isli^ihe-ehair at-the gathering ? 

11. I'ttvink-the Otneral was vithin his rights. 

13. We often go doum to see Dr. Sutton at-tM beaob 



LESSON 17. 

OntCLBS AND LOOPS ADDED TO FINAL 
HOOKS. 

76. A circle or loop ie added to the hook ti attkohed to 
ttraiglit coasonants, b; irriting the circle or loop on tbe 
Mime tide as the hook ; tbus JL- Dan, .. J . ianee, 

g.. (JoneM, ..J_. ianeed, _al. Dw\»ttr. A medial circle, 
however, represents s only; so that when in occurs Id 
the middle of a word, both letters mv»t b» thown; thus 

_U*^ dcmeer, \,.9^ fencer, .£™I1.. r<m»om,_^^r=^wir^ 

77. The circle ■ is added to the hook/, and to the 
hook n when attached to cunwd eonaonania by writing 
the circle intid« iha hook; thus .N|^ pama, _jt„. dove*, 

- - «It^8, ,a^. tents, .^5!s_ .fln**, .T^. fromu, 

78. The sign ^^ n» ia used to represent the light 
sound of n« after a amied consonant ; thus A^ji_ fence, 
S^.Fonce, ...-^Ji.. mtnce, i:!\_Z. romance. Compare these 
outlines with the following: J^.. fane, .)st.. vant, 
, .ry ■ meant ..A^^ Romani. This rule, howeyer, does 
not applj to /* Ins, ahen Joined to another eontonant, 
the sign /^ being used in such cases to repreeent either 
the light or heavy sounds of the letters ; thus f!2^ lanee, 
but (T!h laneer, ^V_ balanee, JiZ.. aHenee, ^±£^ eaeellenee, 
d^ maligns, )^ felons. 

79. Since the large circle sa, and the loops tt and jtr, 
cannot be written inside the small hooks n and /, it 
follows tliat the stroke H must be employed in such 
words as .S^-jH.. fenees, .V.,,,^.. fenced, .j— wi. minitter, 
etc., where rms; nsl, or n<^. follows a curved consonant. 

70 
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COKSLMH AND LOOPS. 71 

Exerolie 77. 

Bead, copy, and Iranaeribe, 

i\..^ 5^..._-:tii....i^...Jjj..i^...i^i,_..-f....^ 

a .*X.....!S i:.-...r^-...3:...J...J:..A- ^.....N^. 

3 v <V -V- VJ""*" "J"- -■^'^ -^ "'^'^ 

4 5!? J^....•:i:'....^....r^^.A-..'5!■,<:r?^..i..?.:..??' ^ 

6>i...X..lr..^.....^ .v:....i^.....r^«^..^o^ 

• ^^: ;?a:.:...':^:-A, ^ :# -^^....4, 

iX^-X^ i, is rVA^.......iC:?..„.°. 

OKAIOf ALOOB AND CoHTKACTIOHS. 

.^a. appTWt, N» o&HO, _[.„ OM* o/, I advantage, 
.,y.,. diffieuU, . r - diffietdtg, 6 wMch have, *-^ one, 
\.^ opinion, altogetker, -^ together. 

Exercise 78. 

Bead, eopy, and tratueribe, 

1 i^i:..^,._....5 1..../.....V ......A^... 

4N..-r...^, ir^..:.s^:...^.^,..ylJ^I^., 

6k^..v^.n...^....;^r:...v...-..c^.? 
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78 OaUBSE IN IBU.0 PmiAK flBOSTSUn). ' ■ 

,^s^..^..^.,.....^..^j:.....:-X^....-::^.j,. 
ii^_!n....^...w...s,..!l..^..^,..:!5'...L-^ 

PaiusBOGiuKS. 
J at <met, if—' firit ekut, \i for' the firH time, 

'^fromfirttfolatl, "-*^ in the firtt place. 
ExereiBe 79. 
Write tn SAor/Aond 

ia) Mr. Gra*eB ha», from'firsl-to-last, given preference 
lo-the new scheme of insuraneo for pnyate resi- 
dences. It-ia a Jrat-c^MB office, nnd, ifyou approve, 
ht-i&jB it-v»nild-be an advantage for-you !o-take- 
-out a policy now. 77iere-i«-nothinff difficuil to ar- 
range, and vou-vnll'have-no-diffieuitg in obtaining 
references, ahould ^ou desire tkem. 

(() It-ie, above aitl necessary fo-eiercise Tigilance *n-fIU 
avoidance of risk tn-<Ai> insurance ousinesa, and- 
-viith all deference to Mr. Graves, /diaagree teith- 
-hia opinion. In -iho- first -'p]aix, he-ie wrong in 
placing aU-his risks in-one office; and then, for- 
-the-firtt-iiTao diiring'the years -f-Aotie-known Aim, 
he-lia», in-JA«s-i]istanoe, dispensed uiitfi-l?ie care he 
ueuaUy displays. I4hink Ae-is aUogetker wrong. 

(c) It remains to Ae.seen hoa-ihe lancer behaves teith4he 

reserves. Jf-he swerves from-lhe right, he-^lU. 
.Tiave to put up tiritk--thi rebuffs of-hie fellows. He 
deserres success, and-if-he observes tehal T-have 
advised Attn, and proves Am bravery, Ac-will bohi 
win it 

(d) The substance (of the) charge agrainst the youth vms 

gone into, and-it-aiaa shown he-woe merely guilty 
of impnidence. ^ to-lhe spring, As had borne a 
j!r((-dass name. TlVwere together at-lhe review. 



Exercise 80. 

Sead, copy, and transcribe. 

^.^...L,„Ao^.....^. \:...yX..;;^..2,. 

<.-V- '^■-^-':::% „.a....!:!....\.....C^„ 

:...l-~\--' ..L..:...Y"-^--:>4-'^. ^- 

^s....^ .-r:,^....^ . .< ......(...L_ryr. 

^ ^..^....-^"..^.._..k...^....v.- .^ 



Exercise 81. 

Write in ShorlTiand. 
I, Bonnce, bounced, bounces, trounce, trounced, troonoea. 
3. Bronze, bronzed, bronzes, prance, pranced, prances. 

3. Hence, downs, cleansed, cleanses, distance, distances. 

4. Alliance, flounce, flounced, flounces, affianced, silenced. 

5. Cleaves, grooves, starves, motives, sheriffs, tariffs. 
9. Thrones, zones, lens, refrains, shuns, veins, nonns. 
7. Mr. James Bums, 

Dover, Del, 
Dear-Sir: 

We ask your acceptance and perusal (of the) 
enclosed price-list of fira-clasa wines from American 
grapes, whieh-we-are-Tiow ready lo offer our jjatrona al- 
•prioes far below l/uise usually paid for foreign wines. 
Our customers Jiave our assurance as-to-the purity, 
flavor, and general excellence i>f-tk4se wines, ana-lheu- 
•may place the utmost reliance on our guarantee. lU 
-has-been our aim from-firsl-io-lMt, io-maintain a 
name for wines (of the) finest flavor, and-uie-belitve 
we-have-done thie. May-tee deliver-you a sample case? 



LE880N 18. 

REVIEW. 
80. The last sis lessons may be summBrized sa follows; 

(a) The hooka I and /, when attached to etraiffhi 

letters, are written in the oppoaifi direction to 
that taken by the ha.nda of a clock ; as .^_ bluff, 
-c^.. cliff. 

(b) The books r and n, when attached to ilraighl 

letters, are written in the same direction as that 
taken bj the hands ot a clock; as .TlS- brain, 
._cjpi... CTOum. 

(c) The hook I, when attached to a curved eotuonanl, 

is a large initial hook ; tu .Ji^— fly, _fc- evil, 

(d) The hooks r and n, when attached to a, curved 

consonant, are small hookt; as ..^. frown, 
/i^l. ahrine, 

(e) The sign s^ represents the sonnds ngJcr, or 

ng-gr ; as .l^^::: banker, _\^_j. finger. 

(f) When standing alone, the left curves '^ ^ 

(, \ are used if a voieel precedes, and the 
right curves 'A '^ if a vowel does not 
precede; as .1^ offer. ..X_ attlhor, ZX. fray, 
—h-throv!. 
(y) As a rule, the right carves "A "^ etc., are 
joined to strokes written loviarda Ihe right, while 
the left curves ^ ^ etc., are joined to 
strokes written totnarda the left ; as -^ wafer, 
-t/^. teaver, _^. Jeffrey, .^- average. 
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(&) The circle a is prefixed or affixed to hooked eurvM 
aod to ttraight lellert hooked for I or /, b^ writ- 
ing tbe circle imide the hook; thus..^ auffer, 

(i) A circle or loop is prefixed or affixed to a straight 
letter hooked foe r or n, bf writing the circle or 
loop on the same side as the hook ; thus .-JI_ « jratn«, 
... r^ , stoker, i , donee, _d_ dances. 

0') A final hook, like a final circle oi loop, is always 
read last; thus -Zi. braum, but _S=i_ braamyf 
'^' brave, but .J_W- iravo. 

Exercise 82. 

Bead, copy, and tranieribe. 

i^.x:..^^.^...^.,.._,._^;j l,..^^. 

^ s k::\..^...L...v^....^;_^.:^...^4.._..;r:l...'^-. 
4ri,.../:....:^;...^tr?....>^.....w::±_.i-.:^..x. 

5.-_..r^....^...l,....vr:^. ry..A...(,...-:^.^x^. 

'^6r...;/..^.,..Lj|..._v...>..^..i:ic^..^._.1.i. 
7 .^....:^...>^.. ^.js....5s....x..._'....-^....^» 

! Cl.^..!,;..'; .l.:\,, ..Wr._ '..li,../..^!.. 
10^ .\...i„A _.^_. ^...,...^...y,... r..^..v<l . 

U-K..L^-1.^.^J .^.JS::...- rV._J.^ 



1 SHORTBANO. 



1. LL_Ai...x ..:^.. J..x.x_j..:._:...c...:^ 

14~.^...^<='_,.„<<1.,_..'_j0.._^. 



i9k.\J, ^\..:y:: 3..3..yl.-r. 

Exercise 88. 

Write in Shorthand. 

1. ShaS j/ou bt in 2feui York this year or riext t 

2. Has your yowng brother done anything withUha 

French language f 
S. Sotc-mueh is owing on-t?te tMng» you bought from 
CUffs? 

4. So-yoii hnoiD anything al-all (fit the) remarkable Mr. 

Vance ? 

5. Do-yoii think Mr, Fmnce eon be infiueneed in-his 

6. J-ftm almost sure your Mr, Bright t» a mere (raud. 

7. I-think-it-it most-Ukelj I-shaU-be doton tmUhe firtl 

S. Our picnic takes place as usual on-the fint of next 

month. 
9, Do-yau thinh-you-are likely to-come f 
10. T-ehaU call and see-you myself wTim-lhs time comet 
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REVIEW. 77 

U. Oh, yet, tM-BhaU proride Ihe mnsio mh-«Ivm, at-is 

13. I-icne-the tmok €U-th» door haif on A«ur o^. 

13. We-have-yow-h^oT of liMgoat 10th, omi-uw-fAanit-yow 

^^ for-your early-reply, 

14 Jeor-Sir: 

Please favor ua mith a copy of-your latest list 
<lf booka suitable for prizes, and oblige. 

Tourt-traij, 

15. Dear-Sir: 

J-aia-iTt-TBoeipt-of-your-ta,voT of Wednesday, and- 
-»n-reply beg lo eneloBe-hBrawith copy of-onr list of 
nev books. 

Setpeclfully-yowrt, 

16. Dear-Sirs ! 

Jn-reply-fo-your-favor o/-M«rcli 80th, I-regKt 
very-mueh Ihe delay in-lhe delivery of-your candies 
and preserrei. I-have-had a breakdown in-lhe 
machinery, and hence Ihe delay. X-truet yi>w-will- 
-tavor WW teilh your indulgence for a few-days more. 
YouTt-retpeetfuUy, 

17. Dear-Sir: 

I-have-yowe Cof the) lOtb, and-I-thaH-aet (o-lht 
dispatch (of the) books in-tima for-yow porpoee, 
''-aiD-pleasad to inou> yiw have-had a busy season. 
Ftmrs- truly, 
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LESSON 19. 

■TION HOOK. 

81. A large final hook expnsses the light or h«&v] 

■ouDd of -fton (shon), however epelle3. The -Hon hook 

ii written ; 

(a) Innde curves; thus .5^^ faihion, J^I^^a. invation, 
...>;i_. notion. 

(b) On tha right side of aimple (that is not hoolied or 
circled) I, d, or j; thus ~aX. rotation, -^.— - dielalictt, 
J^ oddif ton, -^. logician. 

(c) On the Bide opposite to tha latt twuel when added 
to a Bimple straight stroke other than I, d, or j; thus 
-J-T- (Uetton, .iLs... tduealion, „^_ |Mumon, .._^ qp/ton, 
Lp_, oeeation, action. 

(d) On tha side t^poeitt to the hook or eirch, when 
added to a hooked or circled straight stroke; thus 
^3i. oppression, JO^... attrition, "i" depletion, _c^- de- 
ception, ,'^ suction, ^Js7T?._ digeuMion. 

(e) Auay from the eurve, when added to l or ; spring- 
ing from the cnrveB /, v, or upuwrd 1 ; thus -\; ,- fiction, 

-^X-iJ, navigalion, _i?__l._ loca^Hm, -^_....l. «efec<ton. The 
circle a is added thus: ^S^^^porlione, "SP ... t^eratione. 

Exercise 84. 
Read, eopjf, and tranaeribe. 

1 .'S?....'h? ..*!? ...;>£.:/:^. . 

2 a-... 

78 * 
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"-mON" HOOK. 



5 _=-... Lp...L;b...^....C!N_p....3^..../l^....'\_p 

9.^....*^....tP...:<r^...^..«f_-af..<aU...k^. 

12 l-Sj-r^iC.....:;^ ,^....NjS1 SAv^......Cr' 

CoiTTRACTIONa. 
<— 1 areMftetufe^. !t!^ nagleel^, ^\ prospect, 
N o6?'ei!(, S aubfeef, ~\ exptet-ed, """^ unea;- 
p«cted4y, .'^ TMptet-ed, cl atMtp«e<-«d or «u«ptnoua, 
""'s »««p«i-«i-»(wi. 

Ezercifle 85. 
AeoJ. eopy, ond Iranteribr. 

1^ ^....-r^i-^,...... «::!!.....:: ^..\...a... 

1 ^....:r;T-.._..vcr. k...:5....1Sf.....%^..rv .I^l. 



( UAAC PITMAN 



7i:^..r\..:pJ!^.,...jr...._.■sj?.._\.l/lJ,^..«».. 
8^z5w.^._Cr!if.XirtF,....i....r.<:r!..:rr:...v^. 
9 . .:r=:^...::d.....~>.,.^:^..l...:::fi^.,..^. 
10 1..J... A.. .e....y!..........^ ....'^^_ \^. 

15 . :^_,-.._■....:!b_.^_ ^^a , _' ...\ ^a _.*& . 






17^^....^^...^. -^::N-^ ^..:....^r±j« 

Exerciae 86. 

Write M faorfAofld. 
1. If-tfou »u»peel-the troth (of the) arehiteeft assertion, 
go and tte-lha ereotioi). 

3. If-yoft neffleet to obfeei to-the trespass, you-will-Aac* 

diffietiily with-iht prosecntion. 
8. Yo»-«hcndd call unexpeeUdly Mtd me them. 

4. I» there any progpeet (at the) etibfael being taken for 

discussion in-tlie next session ? 

5. Does-the principal expeel-the infection to spread? 
0. Bs whom authority tnw-JAe auction oorried on t 



Os. 



"-tion" hoox. 81 

7. 21iis-i»-lhe firtt intimfttion I-have-had (of the) aSftir. 

8. Fou-will-Aaw to put oS-lhe recitationa tiU-lhe 

inspection »> over, 

9. If-you have-no rexpect for-ihe-mna you had better 
take exception to-hia incluEioQ. 

10. The degradation wa» unea^ettd, and-I-thinh^o^i- 
■^houild offer some reparation for-ymtr implication. 

11. Now ia-the time to show ] ustiflofttion of-yovr 

affection /or-(A« neglected arehileel, 

12. 77m mibjtct has a strange fascination for a man oj 
resolution tBho-haa also a taste for invention. 

13. Tension, retention, popnlation, designation. 

14. Citation, sections, aggression, visitation, station, 

15. AvocationE, invocation, afflictions, flotation. 
IG. Capitation, repetition, editions, rations. 

17. Apparition, estractions, aspirations, visions. 

16. Visionary, commissioner, divisional, eduoationaL *" 

' Exercise ST. 
Read, copy, and Irameribe. 

^_.^.N^,_^^...j^, J^,_....;!^.^^..4. 

.-c:.il_.s^._:^...3io...S...rl^;?0.. «;...«.. 

% ..:...:rw>....™ ..rvcl...v,i-..\..4. --^^^ 
^v....r.„_j^^...fe...;!....u..^.x.j....:z^i..^ 
^..■:::r...^....^.._.v:>., 1 'I'.^x. _^ 



_..L,....^...«^...f<....^.L.-.^.,.,l4. 

'•■•■--> >■ 
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82 OOUBSE IN ISAAC FITHAK BHORTQAND. 

Exercise 88. 

Write in Shorthand. 
Mr. John Beoson, 

Irfuicwtor, Mune. 
Dear^Sit: 

We-are-in-recelpt-of-yow-lvror of Jnne 38th, and- 
-lee regret il-ii oul-of-ow power fo-make ani/ redaction 
in-tha-pTsce for-lha installation (of the) gas enginea. We- 
-have gone over-ihe Bpecifications agalD, ieilh-the viev of 
acceding to-yow withee if-posaibte, bul-the incloBion of 
a mtmbtr of severe reHtrictions by-lJie arehiteel foroes ua 
io-l}te retention (ol the) price already given. We-lhink 
<m reflection you-wlQ-tee Ihere-is every juBtiBcatlon for 
our prices, and-u)«-truat to-receive-your coramiBsion to- 
-proceed teilh-lhe job. 

Bttpeetfully.yoar», 
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LESSON 20. 

■ TION HOOK (Concluded). 

83. The Bound of -lion is ejpnssad after tbe circle » 
by B tmaU hook, formed bj' continuing tbe circle on the 
other aide of the stroke; thus J^ pouemion, ^iL^... di»- /_ 
pentalion. Seeond-plaee vowele between the circle &nd 
-Hon are indicated by writing the Towel aign tuttide the 
hook; while Ihird^ace towcIh ere indicated by writing 
the Towel sign in^de the hook; thus _i_«_. aeetstion, 

■ a exeition, o,^ tentatioit, __,. w ineition, 
!:^ poiseetioni, _^ ntppotition. First -place Towels 
do not occur between » and ■Hon. The circle s may 
be added to the hook, as in the preceding examplee. 

83. When two vowel signs occur between -lion and 
the preceding consonant, the stroke »h and the hook n 
are written, and nol the -tion hc«k; thns .Vzi^ vedvation, 
~-W ritiuUion, _.L. tuition. Wie outline In such words 
iudiealta two intervening vowels, , 

Exercise 89. 

Btad, eopg, and tramenbe, 

..%....^...\rf.-..s>^.....si:rx 



lS.....^... 



1 J; -■ ■-^. J-—.'- 






'K^ ^...^.l..S* V^ 

i....V...^-s -5^, ^.-fc?...- 

I Jr-v, ...k ■ 



-->-"- 



■v' 
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Oi COQRBE IN ISAAC FITUAK SHORTHAND. 

7 .vt^!r:'.l...^._.-.....r\ n™....._v#fr::.._ _ 

. ...}^......J....::^........J. .^ 

Gkauhaloob and Cohtkactionb. 

.'^.. fignify-ied-fieant, ^.^aignifieanct, ^^..eignifieation, 
rr^ ineignyficant; .~n^ ituignifieanee, \— »tibaeribe-4 
%-^ tubaeriplion, % — superseribe-d, °V^ supersertpiion, 
/ knowledge, 7 acknowledge. 

Exercise 90. 
Read, copy, €md transcribe. 

x/::..z::::/...j..:...^....3,..a..:^...)-.(,-::A,' 

2 .V„....,rrB .°r?| -/>v....:^.. J> .^r^......T::;i,^. , 

3 . .::::^.sj?.. J..;c.i....X''....r'.....:!.../_>J?.. 

^s^.Ls^.,../:, .r^....^....^...Nv....^.. 

5^--(...k: 5 ,:.._.:{:..s_..:....v^.l.-. 

ex...^...^ r^...v^^....x..^--> -o.:rv5. 

Exercise 91. 

"Write in Shorthand. 

1. Tf'yo» leish to eubacrihe, please »ignify the same. 

2. Tht fact (of the) authorization being refused viaa 

very significanl. 
8. We hope you see-the lignifieation (of the) ineignifieant 

remark. 
4. 7%« intignifieanee of-yottr eulKriplion it lure /o-raise 

a commotion. 
6. Please aeknowledge-the receipt (of the) book ctt 

taxation. 



6. Save^ou any knotehdge (of the) people teho tuptr- 

tcribed the register? 

7. Some <ot the) aupeneriptiont vere scMcel; legible. 

8. Ar» you in a position to mibteribt tth-the aooiety? 

9. Bave-you-read-the depositions, and what-do-you think 

(of the) accQsatioQ? 
10. Your Bubteription may cause Tesation and a sen- 

Phbaheocikahs. 

V~\ additional expenet, Ir^ additional eo*t, 

i^-^^^ ws are in a position, fl^ more and more, 

f^ leu and leie, — n facta of the caee. 

Exercise 92. 

Read, copy, and tratueribe. 

1 - ...C:... ^C::..V_^., ....e.....^nr^~.J^..x 

2U-..^....\ bre....,^....V>...^.x_„ _ 

3 v-.--~ ..: .v^2r>. v...i^...b^.. 

4 <a^....^....^...y:?., ..rf...ij^..,.^...fr:::../....lix 

■ 8 I .^...^...A.....U .T:f.....L...U...:rr._.fix 

Exercise 98. 

TTn'fe t'n Shorthand. 

1. Whal-do-you inow (of the) fa<!t3-o/-^A«-case? 

2. ^re ^ou ready lo-go to any additional -espense 

«n-/A«-caBe7 
S. Tou-mvtl-remember 1A« additional-coat may-ie heavy. 
4. We-are-tn-a-poeition fo-prove the Tolnation wae 
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6. We-have a very strong BuspjcioD (of th«) Pruafflan's 



7. lr«-Bnppose th«re-ma« a succeBaion of petitions ai-ih» 

iosCigation (of the) Pruraian. 

8. We-think, from-fhe depositions, Ifte man's langnoffe it 

actionable. 

9. We aet no 6xteaae,tion for-Ais line o/ action. 

10. If-you call to-morrow, tee-oam review lh» situation. 
Exercise 94. 

WriU in Shorthand. 
Mr. a. E. Goachen, 

Syracuse, JS. r. 
Dear-Sir: 

J-desire lo-eall yotir att«ntion to4kt balance of (9.04, 
due hy-you to-the New Dictionaiy Agency for commission 
overpaid. You Juive already hai a thorough explanation 
of-thii balance from Mr. Beeves, and you-are, therefore, 
in posaeBsion (of the) facta-o/-<A<-cBse. .1-ean tee no 
reason viliy you-thould refuse to Bettle-fA« claim, and-l^ 
-trust to-receive a remittance by return mail. 

Fowrs-truly, 
ifr. Harry Jones, 

Albany. If. Y. 



On the 20th of August you-wrote ub saying tee-had 
invoiced ten gross escutcheons at $3.00 per gross, in- 
-place of ^^.75, which^ou said wat-the price given by-our 
agent. We-have-had ow salesman's price. list t» for 
examination, ani^e lee Ibtre-ia^o-saoh price at $1.75 /or- 
-ihe-number-of escutcheons delivered lo-you. Jn-addition. 
-to-thig, Ae-says he sold none af-all o(-tte-price you- 
-mention. Four supposition, therefore, of an error in 
invoicing must-be wrong, and-we-muet decline to allow 
yoti any reduction. 

JUspeetfMlty-youre, 
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LESSON 21. 

ADDITIONAl DOUBLE CONSONANTS. 

84. (a) A large initial hook adda w to 4 and g; thus 
r . yMi-t, ^"^^ Qiiam,_i;^„requeet,'!^T^, sanguine, 

(b) A anail initial book adds v> to upward I, while ft 
(arps initial hook adds wA to the same letter; thos 
.!tC.- "»'<i -£~ vhite, .jCL. wail, JjL- whale, _^_ toaol, 

(e) 7Ate^:<nin^ & dtnooHiard I or r, adds r to these 
lettera; thus ..^- fowler, ^Z- »caler, ^.. sAorer 
.!!lC5_ »norer. * 

(d) Thickening m indicates the addition of p or b; 
thus ,!i>A>.. pump, !^^ Aomioo, .ZZSi.. empirt, 
^^, embalm; but when i or r immediately follows mp 
or mft, the simple '-% is written; thus "^^ employ, 
'"^ iinpr«M, ,!3sr;. <n>5I«m, .^^!!?!o^ embrace. 

(<) Enlarging the initial hook of u, indicates the 
addition of the aspirate h; -thas -fy£— whitlle, 
_,yft=_ wAwifc, .^,A;— wAtp, .£j<X.^ whirl. 

(/) The double consonant ..-.. may be hooked for r; 
thus ,; acomptr, ^^^ dwnber, ' clamber. 

8fi. The initial hook in vJ and vhl is read firel; so that 
if a Towel jjree«iM w, the stroke must be written, and 
not the hook; aa ,.^. awKile. 

86. The double consonants f for, "^ rer, must «o( 
be employed when a Towel follows the r; so that the 
separate consonants are written in such words as 
_t/^.__ raillery, ^\,j^... foolery, ^S^ atavra, etc. 

87. The remaining double consonants of this series 
are vouriized like the single consonants, as in the 
ezamplea giren above. 



D,<iz=,i„Gooylc 



88 c»m 


HflE IN IS*AC 


KTMAH SHORTHAND. 


Letter. 


Character. 


ifiHM. 


J»»n 


KW 


C_ 


kway 


ffuick, rejttest 


GW 


c_ 


gway 


jWftva, linsrual 


WL 


r im 


wel 


«aii, unu«Ji 


WHL 


c <»?> 


whel 


wAaie, vJUIp 


LE 


r (dowo. 


ler 


fee^r, naUer 


RR 


"> (down) 




pooTCT", sharer 


MP, MB 


^ 


t3f 


camp, emJialm 


WH 


C^ 


whay 


icAere, wAisk 



li... 



Exercise 95. 

Betidf eopg, ani tramoribe. 



....■::a .■=, 



..!\..-..5 Ll r!t 15*:.. 



iy€...._l_ .:'^..:..-^....-.cl.....Q-....a...£X^. 

6.35* cr: -(Ti "c\ o .£....£::.... 

e ..^. :^ -T - -.Y cy ....=:*p... =^. .y 



1 a k. 



^ A-^ i"^-^ 




ADDITIONAL DOUBLZ COHSONANTB. 89 

13.VJ.....S...- Cil.'....:3'......i ....:\.. 

14...^...^...-±S.....v.J^...^ •..........'T. 

Oramualoos and Cohtsactions. 
^ ism- or jfijH. _^ wfttfo, _^ unp(l^<an^M, 
.-V improve-d-ment, ..3- »mpo«»J(e, >^ Mnprotmnanfa, 
&«' u^/A«r, \r un{H«s<tonai&-y, ^ yetUrday, 
Lr Janiutr]/, ^-v fVAruary, ^\, Iftmemier, 
h^ December, v^ fnttsd Statu, 

Exercise 96. 
Read, copy, and trantcribe, 

xf .r....i....-...^....^...._? 

2Cr..^....)..j(......j...c.<r:.^...^...^..r*...:>...U" 

8 , — <rs.„^.....!^; l.„iC„A..^;^.„.'S....^..?.... 

.;...^ .c-.....L.^....-^^....^^....5^...^;..i=... 

J .^.....•<£.....!::f.....\ ....Tt:^^r:.....v^.-:.....^rX. . 
>..,...{..).. v:..^^, ..0...::l..^...f...i^..__k. 

7_v^....._>:._..,_.j::x: n...'..^ ....-L,.... 

s .:crir......b^...^....:.._!5i...r:^.....!^., „x.-. 

Exercise 97. 

Write in Shorihani, 
1. It-vtill-be impoBtibh to arrangt) ench importani 

improvtments farUktfiret Monday in January. 
3. row *ee ftow important it-it for-itou to Mo Mr. WTieelBt- 
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8. I-hK-ihe important {at the) iraprotwmenf vnU-bt last 

sight of itt-lhe himj <of the) Dtctmber buBitiess. 
4 Jheen^ier leilUe too tax on m-lhe-j/ear; we^mual, 

vnqueationably, have'lhe fhingt dont by November at- 

-the latest 
6. Please write me ahelfier you prefer to-eome in January 

or in Ftbrvary. 
6. WhiU ymt-are-in Boston, il'Uiill-be an wtquetiionahU 

advantage for-you lo-eail on Mr. Fowler, and, at J- 

-mid yaterday, ht-vnll-be-iMe lo-iell-yow4he cost 

(of the) proposed improvement. 

Exercise 98. 

Write in Shorthand. 
Qninn <£ Fowler, 
^ Quinoy, III. 

' . Dear-Sirs: 
^ Will-you please expresa to us a» quickly ac-posdble 

&Te gross small bottles of-yowr liquid glue? We-are- 
-aurprieed your traveler hat missed m since last 
Dteember. We-«tippoHe he-hat-been nowhere near our 
town, or Jte-viould-have given ue a eall. 

rbura- truly, 
Exercise 99. 
Write in Shorthand. 

1. Wolf, wolves, aawell, unwilling, willingness. 

2. Wheels, where, whine, whisper, whisker. 

S, Tearer. steerer, clearer, sneerer, borer, jeerer. 

4. Scholar, fojler, viler, insular, chancellor. 

5. Scamp, romp, shampoo, imbued, ambush. 
S. Hamper, bequeath, quibble, quire, iniquity. 
T. We^are mailing yov-lhe stamps (o-day. 

8. jl(-yowr-request ae-teiU go to-the inquest. 

9. Where ean-we obtain a ruler like Mr. Wiley's? 

10. If-you-are unwell, or unwilling to-go, yoti-may stay 

11. They ouglU 'o-impose a heavy fine. 

13. Se struck me teith an unwieldy bamboo. 
13. Il.ieould-be fairer to obtain a fresh Bhearer. 



LESSON 22. 

TICK AND DOT H. 

88, It has already been aiplAined '(P^r'SC'^pb IS) 
thftt the downward h is employed when A ttanda aiont 
or is followed bj a simple k or g; and that in most 
otlier cases the upaard form of A is written. When the 
stroke h is used mediall}', care must be taken to write 
the circle of the h so that it cannot be mistaken for the 
circle a ; thus \df.. iehavt, -^-c^- adhere, ^A^.... unholy, 

69, The downward h is contracted to a mere tick 
before } -— ^ /'" (upward) and ~N , and before the 
heavy letters, ) *-v and ~^ ; thus „.J_ hiat, 

A, homt, J^ hale, _5i_ hair, _?_- haty, ,cv. htmp, 
..fv- Nearer. Where convenient, the tick h may also be 
pre&xed to a cotisonant hooked for r; ibua .A^. Hebrew, 

vi „ Tiydra, .,Z_ hedger, ...J_ hither. The tick A is 
always read firil, and it is never used in. the middle of a 
word. It may, however, be employed medially inphraeet; 
thns .7^!! M» Aer own, -^^^V^ ue have her oum, -t:-- to her, 

^- to hear the. 

90. When the strobe A would be inconvenient, the 
aspirat« may be expressed by a light dot. placed before 

the vowel which is to be aspirated ; thus ^.. iTtanhood, 

./crsy:. loophole, .C^S.ja, mieapprehention, ■^- downhill. 
91 ■' 
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Exercise 100. 

B«ad, Mjiy, emd iranMrib^. 

2.'s-...<ri:<tf....N^...<'.,...*--T.....;....s...>..V!x 

.,?.....fe;^.«....-:^....>Ji..-.; :i^.. 

6 oi^.L.'av, -I ...i ^^- ...s°....:....tt:.- -» 

6..«:1l...<rir::^...a-x..^..^V.-w^ 4^-« 

Exeroiie 101. 

Stad, copy, atid tranteriit, 

^i...l^.J.....i,....t..^A ir...A 4 

,S-,..^...5il. ^ J^. w=^ .-s 
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ExeroiBe 102. 

Write in Shorlhand. 

1. Hue, hoe, boaz, hock, hag, hogs. 

8. Hall, hull, helper, heal, whole, wholesome. 

8. Hire, hirer, herb, hark, heaitj, homeaB. 

1. Whom, humane, humanity, hemp, hempen. 

9. Heather, heater, hitherto, hyperbole. 

0. TTpholster, incoherence, adhesion, boyhood. 

7. Mr. Henry Hopkins, 
Austin, Tflx. 
Star-Sir : 

Jn-reply-io-yowr-favor of Decembar 8th, tee-have- 
•tlie-pleamire to enclos»-herewith sample □/ a stain 
whieh-wiU give s"^^ mahogany a very rich hiia 
Wt-have-no apprehension of failure in-your case, 
becauie we-do a big wholesale business in-tli4a stain, 
tahieh-ia-in use thronghout-iAe whole {of the) United 
States. Joiners, upholsterers, and othert, um it to 
heighten the effect ahen finishing higb-dass jobs, 
and-me-have-no hesitation *n sayiug-tAe stain always 
turns out well. We-trust fo-heftr from-you token you 
have given-lhe sample a test. 

Tery-tTolj-yoitrt, 

COKTBACTIOHS. 

"v^ pertpeetive, "N^ prospective, *N productive, 
\ obatmetive, N objtetiw, S auAjective, 
J deitnuitive, ^^ reapeeliue, "X^ irreepeelive, 
/(L^ relroi^eetive, y\^ retpeetivdy, U= deftotive, 
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Exercise 108. 

£»ad, copy, and trarueribe. 

1 2!i_::/„.l...\A...„.i:x..."......l r:::>....!\....v 

2 .r^...^^..^...^«....\..^^......!.- ..')....v-'>i--~-i - 

4..-?A.M:...:4^...^i....^ r!(..i.^. 

5 ^..^......^ ....^\-:^., t ..^.:ri^„..::d - 

6..:t:..^..u...i.^..^..^....'5,....s..Y- 
7 -V.X-..::.-/.- A: ^ ^ ^ " 

Exercise 104. 

Write «n Shorthand, 
1, 7n«rs-<»4iof&(n^ Bdmirsble tn-f^e obslruetive wajg 
(ol the) reapeetive parties, ond-ttey-are both ^'twn 
to retrotptetive visdom. 

3. You knots your objeeliue, and you §ee how neoessar; 

a knoailcdge of perapeclive vnll-he, if-you-art to- 
-ptease tht esueutive. 
8. 3%*s-were one and oH advised lo-give up iAei'r • 
deeiructive ways, and fo-repoir 'Ae defective property, 

4. ZAe speaker said ifs-were o/I and ea«A reapeeiively 

liable 'o prosecution, */ our ooudsbI waa productive 
o/ trouble. 

5. The eubfeetive test woa fty-no-means properly taken, 

and-we-ehall ask-fAe «r«cufii;< to insist upon a more 
tQoTODgh examination, irreapeetive (of the) teacher's 
opinion, 

6. 3n« drawing Hhowi the man's possession 0/ taste, 

but it also proTes Ms defective tnowUdge oj 
perfective and a lack o/-training. 

»<.,., Google 



TICK AND DOT/'e." 83 

Fheasbookahs. 

'\/^ I Aqpe you viiU, T-^y* Monday morning, 

L ZW*iay afternoon, mLs j/etferday afternoon, 

'X,^ Wednetdai/ evening, 

Exereise 106. 

Jitad, copy, and trantcriie. 

2.r\^...J_-.3..Si...-...j.., 

8 .<i::>....v. .:>...:'vr?..:.fi... r.....<i^ 






^.:.fi. 



6 .■^Jr:._.i.....•:.....) ....c:.....^::n_.. 

,.:5 fl.q^ <i^ :...,..L-..2^.. 

Exercise 106. 

Write tn Shorthand. 
3. HeAton S Sons, 

Omftha, Nebr. 
DearSm: 

i-beg ,io oak yow attention fo-^A« enclosed price- 
-list and illustrations of -my high -pressure bjdraulia 
pump, and-I-hope-yov^wiU-tavoT me by a close examin- 
ation (of the) same. Should there-be any likelihood 
of-your being in-thi» neighborhood during-tht next 
month, I-hopt-you-uiU give me a call, vihen I-sh^-be 
h(yjpy to show you-tke new praning hook Mr. Heatoa 
^>oke of on Tuesday-aftemoon last. 

Fery-tmlj-yow*. 



LE880N 23. 

UPWAED AND DOWNWARD L. 

91. At the beginning of a word, I is generally written 
upward; but when preceded by a vowei, and folloaed by 
a aimpU horizontat letter, it is written dovmuiard; eo 
that a downward I in such cases indicates the presence 
of an initial vowel; thna ..^., alike, but .CZH.^ like; 
..Q_ alottfi, but _iC!^ long: .^-^ elm, but .C__ Umh. 

93. At tbe end of a word, I is generally written 

upward; but afUr n^ V™ a c_ , and any 

straigM upttroke, It is written doumward if not foU 
lowed by a vowel; so that a downward I In such cases 
indicates the absence of a final Towel; thus .^ty—fvll, 

but -X^- fuUy; ■^~ vale, but valley; ^^ aeah, 

but -a,/*. «caJ^,- Xl— squall, but f r/? .. tquaU;/! 
^^ yell, but „i^.._ yellote. 

98. Final J is written downward after a etratght doum- 
atroke, if two «04M^ intervene; so that the outline in such 
cases indicates the vowels; thus -^^ loieel, but .^1- toU; 
^ /r«rf, but i:_ trail; I., durf, but „fel. duU. 

M. Final I is always written downward after ^^ and 
_ ; thus ..TL »<»»(. -Xl- only, ..<J.^, wrongly. 

95. The double consonant ^ I«r is used after those 
letters which would be followed by a dmmiaaTd I; thus 

.J^ fvMer, ->_ valor, HTL. tealer, ..x!L aqvaUtr, 
J,^ ruler; whOe tbe sign /^~\ (Ir) is used after those 
letters which would be followed by an upward I; thus 
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^5^r^ paler, .\^Z>:^ tiller, .£^^ /oiler, ^O^ eoohr, 

■jq^ifTiiX molar. 
The student should also refer ag&in to paragraph 38. 

Exercise 107. 

Sead, eopg, and Iranteribe. 

i£l__.^__<S..-.C^.....-^...rI,..__i:;_4 
s^_..^....:^....£y...4....^...Sl_.^...^ 
asr......^.....i:x._.2.....?«m.....:rr 'r_...:'5! 

4^._..-.f....>j......^....^...^...:^p...y.^..._ 

'fc-'^ -if^ ^ ^-y >--4^ 

«.-e?.....cs..„.,a-...:a.../7....a...vs...:A,..i3 

Bk:...ls:.fc.fc._r_iCi C-jZ^^-x. 

Exercise 108. 

yfriU in :SA(tr<ft(WKi, 
1. ElmlM, nilnoia, Alleghao;, AUentowD, Los Angelas. 
!. Dftnsrille, Knoxville, JackBonville, Peekakill, Joim» 

vUle. 
8. Newly, Manila, exceedinglj, Toioeless, facile. 

4. Veal, admiral, yell, preTail, Seville, willingly. 

5. VeU, fuel, flU, flUer, foil. foUer, dual, Powell. 

6. Deal, dealer, tall, taller, boil, boiler, pale, paler. 

7. Atlanta, Alaska, Lincoln, Lancaster, Altoona. 

8. Lexington, Lima, Milton, Toledo, Alpine, Salem. 

9. Follow, volley, Tilla, rally, yellow, villain, felon, 
to. Family, sickly, leinmly, lootely, Brazil, heavily. 

.Coogic 
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CONTKACTIOKB. 

^ abttraeUon, ^ obatmetion, S aubfeetion, 
'y objection, J dettruetion^ Tj eonitrueiion 
f"^ VMiform-ity^y, ^ ' vnanvnaty-tma, 

ExeroUe 109. 

Stod, eops, and franteriit. 

1 ....\^.)....yi-...^..'s..:r^...,^. 

.L.^.^....)........:^....,...^^...r^. 

» .n:...i ..^^Ot- . -^.-..i>....L...^....h. ...«,-. 

*...^irr....v.......v..')....n...r\....:r<....:k^- 



S.Jl_^.:y....l...^........::t{^....-X^ 

Exercise 110. 

Vrite in Shorlkand. 

1, Whal obfettion eon you have to-the eontln^etion 

proposed?, 

2. We owe ow adTsnce to-tht wnformity (of the) lessons. 
8. The aulifeeiion (of the) enemy and-the deelruclion 

of-hit ahfpB were^nlj possible by atrenaona labor. 

4. In-tttt abetraefion he caused an obetraetion on^he 

5, We-are wnanimoue in-our opinion at-lo-the loss (of 

the) vessel. 
8. The tiniformity of-hia-\ih led lo-hie eleotion at head 

(of the) Sxeeutive. 
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7. I-hope-yow-will indnce tJiem to-Mmoy«-the obtlruetion. 
8- Se gave lessons lo-the boj in maahiae etmttttielion and 
drawing. 

Exeroiae 111. 

Write in Shorthand. 

E. Lawson S Sodb, 

Toledo, Ohio. 
IJtarSita: 

/n-reply-to-yow^favor of June 28th, we-enolow- 
-herewith quotations for nmbrellas (ol the) style you- 
-require, and-we-twl ture r/ou-teiU like hoth-lhe appearance 
and-lhe-ptiens. We-balieve our nmbrellaa artd parasols 
ore unsarpasBed for elegance of design and finish, as- 
-taeU-as for length of Tear. They are immensely 
popular wherever Iheg are sold, beeauae (of the) excellence 
(of the) make and-the reasonable prices ai-whieh ihtp are 
prodaced. We <^ouZd-ie- pleased to-teU-owr traveler to-eaU- 
-upon you if-you desire il. 

JUepeetfidly-yoara, 

Exercise 113. 

Write in Shorthand. 
The BUlsoa Bicycle Store, 

Elmira, if. F. 
i>for-Sirs: 

Retetnng-to-your-tayar (of the) ISth, ITm extra long 
seat pillar for Mr, Lonsdale's cbainless bicycle tmH-be 
ready by Friday-evening al-the latest, and-mitt-be- 
•delivered early on Saturday-morning. We-are exceed- 
ingly sorry ^o-leam (of the) trouble yoa have-had 
through-the delay, fruf-ioe-ean-assure-^ou H-i».itnpostiMe 
lo finish ih« job any sooner. 

Fery-truly-f/ouTM, 
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LESSON 24. 

TJPWAED AND DOWNWAED B. 
96. The BtndeDt has tlroady learned (in paragraph IBj 
the general rule for the use of the upward and downward 
forms of r, and he has seen (in the Bame paragraph) that 
the object of the mle ia voicet inditation. Where, how. 
ever, this object can only be gained at the sacrifiro of 
ease in writing, experience shows that it is bett«r to 
mtke an etceptioa to the general rule, to disregard the 
Towels, and to use the outline which is more easily 
written, and, therefore, conducive to speed. Accordingly, 
it was pointed out (in paragraph 49) that upward r is 
written after a straight upstroke, and after a curve and 
circle lilie V^ or — v . The student is now desiMd 
to note that the upward form of r is also used, regardless 
of ToweJs, when it precede* t, d, eh,j, th, tl, gl, or w, and 
when it foUmet ke, gi, or i-uxt defending strokes ; thus 
-Sp^l. closer, „j:t^- grocer, j5!_ aright, jit_ arrayed, 
. 'y , areh, .^— urge, if^!Zl. oratie, s;^ argal, 
,-^£^ Irwin, !X^.^ prepare, ...i^.^. ShakeBpeare, 
Jn^^ traoipler. It will be remembered, too, that 
final r when hooked (paragraph 75} is generally'wiitten 
npward. 

Exercise 118. 
Read, copy, and iranteribe. 




i.<ri.....^._..rfi:......<!3;.....rfK:.....><:r::aj._...r:? 

n .^.a,.-.:^ .V:< >i..™j«t.....^-/ir. 



..Cookie 
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7 .,r:^...z^...^!^:......%^...... l>^.._^..._fe'„.£'... 

Exercise 114. 

iEsod, copy, and <ratMcrA«. 

! v<;.ib(r.jL/!r:..fec. .!^: .^.. .^fcj^x__j!:c 

4 »..r*3......<ft?_<A::^.._>r:.._._.rr:.._i:?... «,>!:-. 

5 .a j:^.....::ic.....^-....^ a 5^- ...a 

''^•••V^ x...a....3,...::v,...2^..::^ 

EzerclBe 115. 

1. Aspire, aspiration, debar, tippler, arranger, battler, 

2. Adhere, mirror, careef, ware, beware, nnaware. 
8. Taxer, glazer, adriser, grocerr, answers, razor. 
4. fium, mom, yam, bam, acom, Eojoum. 

B. Eye, raw, me, reign wreath, rldg^, wrench. 

8. Auricle, origination, urgency, erudition. 
—^7. Air, airy, arm, orb. Irrigation, aroma, ark. ~^ 

8. Irish, irony, ironical, argue, arraign, era. - '. 

■ 9. Jeer, injure, veer, user, shear, adore, spear. 

10. Unfair, polar, inspire, serere, glare, stir, burst. 

11, Barrow, tarry, (any, fury, summary marine. 
18. Dreary, dairy, saddlery, bureau, carry, narrow. 



COMTKICTIOHB. 

/V. Jitv»rend, rwttme, /^ regular. ~\_ imgular, 
^V puUte-tA-MJ, \^ publiaaium, /\ repuWe, 
^>i repMiean, /\_ repugwmt-ee, /\ rtprtimt-id, 

"V irrMp<m«He-»'<y. 

Bxepclse 116. 

£«ad, copy, and fran«ert&a. 

«'-t--^-^----^?v-^-^-- 



6 ..x:r:::..Co..s^.:...::i^.«^- 7..r]!!'..j...^..,..^, 

8 j.....u....^.....C. z:^....C.. =...^....5y.x 

9 £jr^....o..zN- ;....^..\^...x^'s^ 

Ezerelie 117. 

Write in Shorthand. 

1, Th« publiealion loat issued to-the public bj/-the rvpfV- 
lenfative (of the) Rev. Arthur Rose. 

S. The Btory {of the) rapuiKu, just publiehed, ahows ft(w- 
-Me repreeentatives aavt iheir raaponnbility and 
refused lo be led by irrMponaiUe men to4ht 
admiBsion (of the) repugnant prineypte of taiatiAii 
minus repreeentalion. 
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8. Their rspujrnanM lo-lhe wragular ttvenut wo* clearij 
r^>reaented, and-lha rttpontibilily /or-^Ae-meosare 
throwQ wpon-fA« regular rtpretentativt (of the) 

4. We-ehaS publi»h tht Bpeeches (of ths) re^xmaible 
leaders (of- the) repuMiean party al-lli«-elose (of 
the) year. 

Exerolae 118. 
Btad, eopn, and Iratueribt. 

s^.^....-:::^^.:^^^; c....^ 

v^...'Srrr.....:...;t7:^.j...v^.....V^..:::^...,E,>^. 
^^.L..'^^. ^...<^.. .^Y , 

Gxerolse 119. 

"Wriie in Shorthand. 
Murray Bros,, 

Westminster, B. C. 
i>«w-BiraT 

Jn-ra ply- /o-your-favor of January 80th, iM-regret 
vehave-betn unable (o-place-/Ae cargo of spruoe refase 
le-ichieh-you-TeleT, and-u>e-teaT there-it-ito likelihood 
of-our obtaining a bnyer just-now, We-were in hopes o/- 
-success ym/erday-tnoming, bul-lhe party refuses to- 
-proceed tt>ith-lhe bnainesB (o-day, and our eiertionH 
have-been to no purpose. Should-tre eomt across a 
eDstomer fo-day or fo-inorrow al a reasonable price we- 
.wi7I wire yov. 

tieaptttfuUy-yourt, 

J.ooglc 



LESSON 25. 

REVIEW. 

07. (a) Th« -lion hook is written: (i.) Inside ourres*, 
(ii.) on the right side of simple t, d, or j ; (iii.) when 
added to & simpte Btroight stroke oilier them t, 4 
or J, on the side opposite to the l&st rowel; (It.) 
when added to a hooked or circled straight stroke, 
on the side opposite to the hook or circle; (v.) on 
the under side ol k or g, when these letters follow 
/ or v; and (yi.) on the upper side of k or g, when 
these letters follow upward I. 

(b) The Man hook is not written when -lion is im- 
mediately preceded bj two Towel signs. 

(e) When following the circle », the sound of -Hon is 
expressed b;r > ttnall hook. 

(d) The sound of r is added to downward I and down- 
ward r by thickening these letters, 

(«) The Bonnd of j> or 6 is added to m by thickening tbe 

(/) A large initial hook adds w to A: or p*. 

ig) A large initial hook adds wh to upward I, while » 
amail initial hook adds te to the same latter. ' 

{h) The aspirate h is added to u by enlarging the hook 
of the letter. 

(i) S is expressed by a liok before / ^ ,— ^ ^-^ 
/^ A "^ , and before tbe straight down- 
strokes hooked for r. 

(j) When the stroke h is not convenient in the middle 
of a word, tbe aspirate may be indicated by placing 
a dot before the vowel sign. 

(i^ An inilial vowel may be indicated in such words as 
alike, along, by writing the downward I; while a 
final vowel may be indicated in such words be ftiB]f, 
atdliy, \j writing the upuonl I. 
104 
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(0 As a rule, doumward r Is written when & word 
begint with a vowel followed bj r; while tipieard r 
is written if a word ends uiith a vmeel preceded by 
r; but to avoid &d awkward outline, eilher r la 
written, irrespective of YOweL 

Exercise 120. 

Bead, eopy, and Inmtcribt. 

-' ■>--^->--f^-^ a 

3 '...^.-.::.....Cs^.2).....^.—.... / .? 

4 .V, ....f....s...s=„...>...zi ."::^.....":^...v=.. 

^y'-'^^.^-:::^:^ 

«L..r> |,.....s ....).....; i...k:\....,...z\..M„ 

7.r^...^...V^Y-,....:^^^..^...^...U..A, 
8 r..^ j/:,.^ i..\... ..■rz...i..N^_. .. I . .,™t:5.. 



,-^ 



i_ 



"^■-A,— ■-•■— -1^- 



Exercise 131. 

Wrile in Shorlhtmd. 
1. The arrival of-mir rtpresentalive teas allogether 
tmexptcted. 

3. The regular source of-hiB supplies viat ineignifieani. 
8. The new taxation will swell the public rmmme. 

4. We viish the pbfsiciau fo-make a autjeetive and 

obfeetive eiaminatioa D/-her eyes. 
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5. T>i« repreamtaiivt (of the) ruler wore a uniform of- 

a. J%e auperaeription wot a tuiserable Bcrawl. 

7, Hie discuasioa wtu prodnoUve of a oiffnifieatU increase 

in4he lubgeriptiont. 

8. Tow views may-be repugnant fo-lho exeeulive attd-tht 

regular mtmbora {of the) dub. 

Exercise 132. 

Write in Shorthand. 
James Perry ift Co. , 

JockBonTJUe, Fla. 
Dear-Sin: 

If-you havt'tlit least notion of an alteration in-th» 
sitaation of-your business premises, we thotdd like yoti 
io-eall and-in^iecl-tha new suite of offices we-have-juBt 
pat up on Fifth Avenue. There-ean-bi no better position 
in-the-rAtj for a business like yourt, and-v>t ahovid-it' 
-pleased to aironga on earlj lease at faTorable rates, 
TouT^^e^eetfvBy, 

Exereise 128. . 

Write in Shorihani. 
Mr. Thomas Batty, 

Chicago, 111. 
Dear-Slt: 

In response lo-your inquiry, wt-have-lhs-pttamn 
to enclose-herewith specimen pi^s of-our new "Star 
Library," leilh prices (of the) books already puilithed. 
We •A»irfii-ie-pleased to-deliver-th« whole set to-yon on 
receipt of haif-the publisJied price, the other half to be 
paid mlhin sii-montha of -delivery ; or, if-you prefer il, 
we-oan make a liberal redaction for cash. 

Foura-truly, 
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LESSON 26. 

THE HALVING- PRINCIPLE. 

98. (o) Halving a light coiiBooftnt indicates the 

iddition of t; thus \=3 pack, V^ packed; _L tree, 

J\ treat, ..V. treats, .X^ elrtets; .^J^ plai/, ..^ }^ale. 

(6) Halvmg a heavy consonant indicates the additloii 
of d; thns jex:. gray, ..er:_ grade, _e£_ grades; 
.^V *^™'' -■^^*'^ ftreweii, j^. broods; _<^._ r«6, 
..iC^. rVfbbed. 
_i \ <c) A consonant vbich is finally hooked, or which i 
' occure in a word of more than one syllable, may Ivfith 
rare enieptions) be halved to indicate the addition of 
either I or d ; thus ..!^„ pain, ...'S.. -patnC or pained, ' 
.JS_patWi; — '^_. men, ...ir,_ mend ormwont, ../a„ mends; 
jJL.. wave, ^Jl- waved, ...^... teaft, .!?...' tuafta-; 
C__^.^ painted;. .TH credit; .i^, roAMi or rabid; 
jld. rapid; — C-'- colored. 



Exercise 124. 

Riad, oopy, and Iraneenbe. 



...%. 



* -'■--.'r.....l_..5...JH"_...^.....^....„S:.....'i?......?).'_... '^' ^ 

5 ^<\...yO....^.._.(^. ri:!!......rr:yi.....!>! ...^i\ ... 1 

._=^-,./r7....::er?7.....:77...-^....:^, .Y../. 

- it. .... to ...?:7:\. -. /:^...../?r: . ^ 
107 
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6 .SL,...kj^„..^ _..,T^.... ^. m fn .^ ....rr^ 

9.H.....\*..-'s.....v.....v..!h-...fc.-a'.-a-...v-....^.._^..T» 

10 e-r= =e..„..>.iJ?*....--j=— -■;^— 'i »i.....Ti'......?iC..../S 

12 ^... ^....fl....T7,. M...^'....<:'..,.-.G.,.^.....'r^. 

Exercise 136. 

Wri(e in Shorthand. 

1. Lay, late, colt, pelt, tacked, decked, fight. 

2. Enjoy, enjoyed, dodged, jade, goad, goads, dragged. 
8. Shot, ebots, night, caught, cut, cutE. bud, bads. 

4. Spy, spite, stray, straight, mate, mates, notes. 

5. Dry, dried, diead, broad, blade, blades, bread. 

6. Fen, penned, spend, spends, gain, gained, grilled. 

7. Grant, grants, lend, lends, fine. And, flnds. 

8. Ten, tent, teats, mine, mind, minds, faint. 

9. Shaded, shredded, plated, skated, melted, related. 
10. Panted, fated, voted, hated, tablet, budget. 

99. Half-sized t ot d, immediately folloning the 
consonant t or d, is always diy'oined ; thus -4~,~ Ifeated, 
~if~ dreaded, JZi- traded, -Jj... edited. 

100. Half-sized to (i^) is used as a contraction for the 
termination ward, and half-sized y (.r ) for yard ; thus 
.-j::^C iackward, Ji=£, dockyard. 

101. Final t or d, when followed by a sounded vomel, 
must be written in fjtU ; thus ^S^. fault, but ^-' l fmdty. 

103. There is no third position for words whose outlines 
consist of half-sized letters only, or of horizontal letters 
joined to half-sized letters. When the Towel or principal 
vowel in such words is a third-place vowel, the outline is 
■'■ritten in the second potitian; thus _.Ju~ tendered, 
-%-. splintered, d... kilt, f colt, .riTi. meted. 



// //c ^C 
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Exercise 136. "^^ '■-.•■■'■. 
Read, eopj/, and Irameribt, 

^l:JI„^..../<3^.-.rv....r^-...|.-.J^4-J■^ 

2 ^:..... ^^. :^.„_.^'..„-s*=1.1.:^..„^..„/rl. 

3 X .^?^.„..>.;......^ ^ .TTf .rr-.^.-.jFxt...^ 

*.X^.....N&::?._...=.p._...^_.^......o::«i_..^„..'Si 

6 V vt._.?._..%...^ .^...: ^.„^.....^_.(: 

-,...^...^-....i^-.... rf?....rf? ^.....V.....1....V-..%....^ 

Exercise 137. 

1. Doubted, doted, credited, obtruded, imitated. 

2. RoBst, Masted, arrested, fasted, dusted, lasted. 
S, Downward, southward, rearward, stock-jord. 

4. Pit, pity, body, giddy, mite, mighty, witty. 

5. BaJD, rained, rent, tents, learnt, parent. 
S. Cough, conghed, craft, crafts, vent, vents. 

7. Lodged, bridged, waged, grudged, hinged, dredged. 
B. Patted, sifted, wounded, indeed, sonnded. 
fl. Print, prints, tint, tints, wound, wounds, 
_ Obakvilogs. 

quite, __ Muld, God, _ good, aeeording 

or aoeording to or earl, c- eared, .^._ guard, i- great, 

called, c^ cold or equalled, t_ gold, eonnof, 

-s account, .M^. gentltnan, J gentlemen, _.1^.„ happened, 
.^... particular, '\ opportuml^, _^.„ child, ■~^ intlant 
'yiel.), not, „ no^ure, „w_ naturaUy. 
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Exercise 138. 

Stad, cops, and (nmwribs. 
!,...__..- ., ^ ^ 1..^...^. 

2 ..!1...,^_ „.y ^. v^.....^....! — ^. — .Z. K..., 

3 .( ;:| ^ :> ^. ...» /:..„ .^ „ 

4 i^..I_...r !:..z ::<....„..v^.! 

6 .(...:i....':...5^ ..^,.)...^,..Jv....^... .:f:^!.,_...,-r 

■>v. ^-k^-^- -t..--^^" 

Exercise 120. 

Write in Shorthand. 
1. I-eannot quite see how-lhe genthman could-have called 

«,OI,.,. .. 

S. 7^ particular account you name sAoZf-^ settled 

on-the first opportunity. /, 

8. I-happened to be in tB?ten-the child cha^|d ilie note 

4. He Aofl a ffreat coat /o guard him, ao Tie cared nothing 
for-tht cold, 

■■ C / C. We-eannoi-be wrong tn aeeordinff-the gentleman a 
,-, \ '^ ' hospitable reception ori-lhiB partii^ar opForiunily. 
.. 6. 2^ men stood on guard beside-ifta great cart, wAtcA- 
. ' '' -wai loa.ded with gold foT-the bitak. 

7. If-ikie-gentleman's talents had equalled hit audacity, 
I-knovKtot what might have happened. 

8. The little child knelt down and asked-2As great Ood 
to guard him through-the dreaded night, "J- V 

9. I^ gentleman had a ^ural objection lo-the-treat- 
-men t As received, i, C" 

10. In-the natvre of things, it-ioa»^ot likely he-teould-do 
vjhai they say. 
108. The halving principle is employed for the indi- 
cation of the words */ and not, in phrases like the 



)■■ 
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following: Ji^. / am not, JL I do not or I tutd mt, 
1 / did not, <^ you may not, iv^ you are not, 
c^ you itere not, ^ yiw mil not, Nv" I hope gov will not, 
^ifit, \e if it Aa« (or ii), JX in whieh it u (or hae). 
Bxerciae 180. 
Sead, copy, and tranaeribe. 

f'^-^- : ^-t ^...frl..i^.„...., 

^^...r:._.-. .„^.-..._..r,y 

-^- ^■- • '^A'^-'i ^^-s,..:^.^. 



■TTN .^ 


,JU ^....c^....:...:^...^..A... 




.' ...^.-..v-^, VA-v....*_J....^f.., C, 



Exercise 181. 

Write in Shorthand. 
Mr, Edward Hunt. 

Cleveland, Ohio. 
Oear-Sir: 

ITe-desire lo-eall your attention lo-the enclosed 
Bample of Pruit-Salt, wAi(;A.joe-/A»n4-yow-may-nof knov. 
As vtitt-be observed, iht bottle tn-uAteA-i^-is packed is a 
verj/ pretty one, and-me anticipate a big demand for-the 
article wfte».t(-»* displayed in-your atore. We ehould-b»- 
-glad <o-hear if-it meets teilh your approval, and-u«-are- 
•tare you-viiU^iot-be wrong in placing it on-your list. 
Prices (of the) different sizes encltaed. 

Hegpeclfully-yowrs, 



LESSON 27. 

THE HALVING PRINCIPLE (Concladed). 

104. The four coosonuiU >— > ^^ /^ ~^ , b«sldei 
being halved for the ftdditioa of I, maj be halved uid 
thickened to indicate the addiUon of d; thna ./^ pattned, 
_^. mode, _A_. aimed; ..W._ dengned, .jiCt.. sound, 
.Jl^ enowed; J^„ piled, ,.i:_ old; ._^ ahared, .JS- «r»d. 
._^_ Aoard. 

105. The signs r M (written dawnuiari) end '^ rd 
are not used if a sounded voirel comes bstvreen the 
l-d OT r-d. In snoh cases, the consonants must b« 
written in foil; thus ..^ paled, bat ,^^_.. paUidi 
^... bowted, but .J!!^ taitad; ^ jwtred, but 
.!>^ . parried/ _^ iarr«d, but „k|, tarried. 

106. The consonants ^-s tnp, ^^ n^, cannot be 
halved to express the addition of I or d, nnleaa they ar« 
hooked initially or finally; thus ^£Z^.. etftfiiber, 
/T" Numbered; „^-... impugn, _j5_ impugned; 
T^^ canker, i^_ cankered. The double consonants 

/* fr ~^ rr earmol is halved to indicate the addition 
of f or i, under any eireumKtaaeet, because the signs 
f ^ are utilized for the representation of Id and rd 
respectiTely, (Bee paragrapii 104.) 

107. The half-length r [y\ most never be written 
atone.norwithfinalfonlradded. Words like .CL. rote, 

'vt^ writte, are, therefore, written in full. The final 
112 
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sound ot rt ia generallj expressed hj the halt-length 
■uptlroke, while the fiasl sound of nj is, tis a rule, 
exprsBsed bf the htdf-length dotonetroke; thus .J^.. jxtrf, 
,X^ pared, l* ior(, — ^- dared. Where it is not 
convenient, however, to write ">, the light half-IengOi 
upstroke msy be employed for the expression of the 
henTj soimd; thus j^— lard, .f^. lured, il.. geared. 

Exercise 182. 

£ead, copy, and tranieribe. 
I.5^...j^...,^-....1^.....|^....^^..Vy-.^....|^ 

2.3i «^. .*inw'- £■ sl'. (iV^.....C...>J-Bi-- — .^4U. 

3 ^.....!ir .?T-...:72r_.::!T:....>....^T....'^...Sj... /:ny 

*^..e^-.Q^.-^^:l..-!:^:s.-..-C^.-.C:rJ...v:l_X, 

8 ZX,-..\..?t:i..-.?* --ii ... .^.....X( --H-^- -r^ 

Exercise 188. 

Wril6 in Skorlhand. 

1, £e BGETited yov-will repeat fA« sonnd reanlts achieved 

hy thousands. * 

2. We-have mailed you a sample copy of part three 

0/.^™r new monthly. 
8. We.encloBe rate card, and would ask-you to note this. 
-point: the oiroulatioa (of the) paper u Inanted 
by-iU value. 
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4. Wt-have preBomed (o-send yoit detfUls of-our new 
venture, and-it-tantld afford «< ffreat-pUaturs lo add 
yimr name to-owr list. 

a. May-we poiot-ouf to-yoa why o^i/r paper is read hy 
thonsands (of the) clast it-is desiied to-reach? 

6, On our part, tee-are prepared lo-do our beat until 1/m 

diffleuity it conquered. 

7, We aee-lhe impending Btmggle, but with yowr help 

uv-fAoU conquer, bard ihough-the task may^>e. 

8, tTe write ^ say we followed your counwl, and-tlie 

boaioess vxu allowed fo-proceed. 

G&AVMALOOa, 

S. bwid-ing or aJfa lo, P (oiii or (iH it. ...1_. (ried, 

1 toward or (raJe, I did, J did not, „!?_ Aad no( or 
do not, J::^ o/ier, v if it, ..L_ (Aouj^Af, ._!_ iAo/, 

< imfAouf, ^ third, tent, a* MtK^, «^ tomewliat, 

, -^ iA«r/, might or met, ^ meet^g. 

Exercise 184. 

Read, copy, and Irantoriba. 

i''=^^--V-w- -'^ % ■-'^■' 

2 .^„__i (C„..^_I^ ,^,....'U>,^. 

a «^...N...^'...:.«, j,.3i...l..t..../T.._2j?..- 1 . 

•' (-^-^ N.x.....i-..: ^? 

5 ^ .^.... : 5 vv. 

6 f^^.F^.. ^....^., iX—^^-^-^..-^. .'..-^;- - 

7 1 ... ^....r...4 .'..... 24.:— ? 1 

8.v<^...),._..., <^.....l.....;j^....S,....„....>....V:. 

9.<<u....,^^ .<^,.'...<.'N:-^.......i...rz'.. 
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Exerclae 186. 

Wrile in Shorthand. 
1. WiU-you not bt-aiU-to eome to-the meeting afttr4k» 

store M closed? 
a. ^-t(-M-pos^ble, 7-tMH coma in for a #Aorf-time. 
8. Se-told them that without a doubt he-woutd tend a 

check to-daj. 

4. We-lried fo.flnd out-4he extent of-hi» trade, but-vie- 

-did-not succeed. 

5. We-thoaght-you-might go to tee Mm on-tht third. 

6. We-did tend him a colored piece, but il-vxit tomoahat 

different from-the pattern he tent. 

FHBASEOeKlMS. 

-ic^ at any rate, .i-s., at ail events, ,^_ at aU timet, 
in>. at eome litne, .iTTTr.. at tfte tame time, 
\r^^ for eome time, "V^^ from time to time. 

Exercise 186. 

Head, copy, and tranacribe. 

^^:...t?....J...^...X....^^..^..3.A.....i' 

5.....^...^,i,....*._-::r....^^<..^....^..^. 



iT> ...^.....^ ..^...Q., ....u,..^. — :. .,^.,,,,^^. 
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Exercise 187. 

Write in Sltorlhand. 

Mr. Edward Hindley, 

Sandrord, lU. 
Dear Sit: 

Jn-reply-fo-your-favor (of the) BOth nit., tee wovJd-attj 
tkat-vie-are, al-aU-times, vrilling fo-replaoe an^-part of a 
bedstead whieh^may-li6-loiaA damaged oTt-delivery, if-iU 
•it jKi(«- clear Ihat-ihe fault t> our*, You-may-Kit 
assured that aU-ouT bedsteads art built (of the) finest 
steel tmd iron, and-ikat every care it taken to see tkat-lhe 
goods are right when gent out (of the) factor;. At-the- 
-same-tirae, it-may happen, /rowt-time-(o-time, tliat some 
latent flaw may-he discovered after a bedstead Aoa left 
our pla«e, in-toAtcA-case we-ara-only ioo-glad fo-remedy 
the defect, and-thue show our earnest desire (o-tum out 
absolutely sound goods. Please indicate the faulty part, 
and-tce-mtt forward one 'o-replace it. 

Towa-reBpeelfullj/, 
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LESSON 28. 

THE DOUBLING PRINCIPLE. 

108. Curved conBonaota ^re ^doubled in length to 
indicate tbe addition of It, dr, or thr (heavy); 

thus ---"^:^. laughter, ..L. UnAtr, _;;k« father, 

.i;::pi^ motheTj (See paragraph 113). 

109. Straight consonants hooked finaUj^, or which 
follow UTtother etrohe, are doubled in length to indicate 
the addition ot (r or dr; thus -^ pointer, — \— Under, 
■fl^.. rufter^ .\Z\.- copdjr, -:.-^-. - counter. 

110. The character ^«. is doubled in length to express 
the addition of r; thus .J;;^!!!!^ pamper, -l*^^ temper. 
^Ifrrs.. ehamber : while the character v.. is doubled in 
length to indicate the addition of hr or gr ; thus 

...J ihrinker, k-- longer. It is, however, generally 

more convenient to ase the signs crv and 'i-i' in verbs, 
because they can be readily halved for the past tense ; 

as ^^f^.. elaniber, .; elatnbered, !Zrl conquer, 

r^~ eonqwred 

111. In very common words, where there is no 
likelihood of clashing, it is allowable to make a letter 
double length to express the addition of -twe; thus 
.L.— feature, *rs_^ tignature , \ picture. 

112. Final tr, dr, or thr, when followed by a vowel, 
must be written, and not indicated by doubhng ; thus 
J::m flatter, but -^^^ flattery ; ..? — ■'- dnder, but 
.^■A. eindery ; ?;eh— ;: tignature, but ?rfe::^ tignatory, 

117 
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113. The double-length f , when tlanding alone, 
or with a circle onlj added, is reMrred for the repn- 
aentaiioa ot light lottndt ; tints ..if_l_ lottr, . v___ alUr ; 
words like ^r^ leader, .C\. ladder, .ill. UalAer, being 
written u here shown. SimiUrly, /, A, and m are not 
doubled for the addition of dr, words like ^ fodder, 

-^~ tAutldor, L madder, having the final syllable 

expressed b; 1 

114. When the present tense of a verb is written with 
the double-length principle, the paat tense is wr[ttteD 
with the halt-length principle ; (Au( ..tTiTtL tnaU«r, 

C^ mattered ; ~\^ponder, ,,jy pondered .'. .'LeaiUer, 

.'^.. eantei-ed; ^^. winter, j/t:. tetTilered, __£^ loiter^ 

-id loitered, 

lis. Double-length perpendieviar strokes and itraight 
eloping dovmetrokee have onl; the third position, through 
the line ; thus -»sr' plvnder, — --" tender, -A— aetmder. 
Double-length horizontal letters take (im poeUione only'- 

thus .'^^Z^ matter, .^rnr^i. motor or meter/ '.. mm- 

ter, ■- X counter. Other double-length letters ma; 

be written in any of the three positions, in accord- 
ance with the rules governing the position of outlines. 
(See pars. 7, 13. and 18.) 

EzerciBe 1S8. 

£ead, copy, and tranter ibe. 

ik .!u_^......\....vt/r....^....fc:>.....,r-, 

s Isr^.. %:^.^ La ....%- -^ V ■ 
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8 ^.....^ .....xi:C....r<r:::Z..^...,^....,.v^. 

Exercise 189. 

Writa in Shorthand. 
1. Mender, slander, slender, fiounders, borders, remainder- 

3. Calendar, folders, fathers, knitters, flitters. 
B. Disasters, stimnlstor, litters, oyster, barters, 

4. Stamper, Etampere, tbnmper, moulder, orders. 
6. Banter, banters, gratter, ratters, printers. 

6. Blector, electors, protector, chapters, numerator. 

7. Render, renders, rendered, blenders, pandered. 

8. Slaughtered, sweltered, feathery, gentry, wondered. 

OkAHIULOOS and CoKTBAOnOHS. 

^ fpirit, a- Mcrtt, ^ may not or amoant, hand, 

w wnitor, ..^„ 'vU, /' let ..I^ art, ,..^... yard, 
">, teerd, v wiit, -f ytt, ..^^ want, </• wen* or won't 
a^ vwnder/Ul-lif. 

Exercise 140. 

Bead, eopg, and tranacribe. 



".ooijlc 
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..-^...v- ^.:.....:r^...::r\:-.^.....h 



...^..c^r 



r...C'...)...:^>....._^....,....c^Aa ■■ — .c:...;....7, 
ex...):-.-^-: i::-,,..^.-::^ - 

Exercise 141. 

WriU in ShorlTumd. 
1. They-want to Jtnou why he-went to Atlantic-City and 

showed his hand. 
S. If-thi*-iB-the spirit in-whieh-j/<ni tpeak (ot the) wcrtt, 

it-uron'i^ long ere if-M-fcnown to all. 
8. J-fear it-ii-not your nature to be quiet; hut unless 

you-are more prudent yau-inill yet have to-ixpent 

some rash worrf. 
i. Tou^are monderfnUy outspoken, and-not a yard vnU 

/-move until I-aee-ytnt linder-tha care (o[ the) 

inspector. 

5. S'o, you-may-iu>t yisit-(ft« aft gallery. 

6. The light m toD bad, and no amount of entreaty will 

induce roe to-let you go there fct-day. 

7. What-it Ihi* wonderful gecreif 

PnBiSKOQBAMa 

mployed for the 
n phrases like the 

following: .t^:^:^. I foww there it, "^ — a^. for th^r take, 

^"^ h^ore there is. 
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Exercise 142. 




Write 11 
Mr. John Henderson, 

Nome, Alaska. 
Dear-SiT-. 

We-have-yom-AMiOt o/-M»rch 34th, aad-iBe-sliall 
order-(Ae cylinder bolta from-tht factory bafore-fAere-i* 
time for-th^other parte (ol the) machinery lo-eonu 
forward. We-tnoatiAere-M a« extra rush of-^rdsis 
just-now, but-we-lhink-lh«re-is-no likelihood of-yow- 
-ordcr being delajred. I/there-ig-tln least indication 
()^-suoh a thing ne-aiS-Me to-it that lesa pressing jobs 
an put aside, to-that nothing ihaU hinder the finishing 
of-t/our gold mining machinery 6y (A« promised date. 
Very'lT\\\v.povr», 



..Coogic 



LE880N 29. 

VOCALIZATION OF THE PL AND PR SEBISa 
117. To obtain e, good ODtline, the double con- 

Bouanta of the pi and pr series niBif be emplo^red even 
Uiough an accented vowel comes between tlie two 
consonants. If tbe intervening vowel is a dot vowel, it 
is eipreaeed bj writing a smail circle bbfoei the con- 
sonant Etroke for a long toatl, and J-ptiu the consonant 
stroke for a »hort tovid; thus _e4:C_ eareku, .^.. eAtrJr- 
man, ..^ eheeri. .L. dark, ..-Ai_ Chrman, -e^d^ ffirt. 
Where it is inconvenient lb observe this rule, the circle 
maj be written on either side, for either a long or a 
short vowel. 

116. An intervening dash vowel, or a diphthong, is 
expressed by writing the vowel, or diphthong sign 
THROUGH the consonant stroke; thus ..^^C™. Baltimore, 
,..«_!.._ tehool, .Crr:5„ mixture. When, however, an 
initial or final hook or circle would interfere with the 
intersection of the vowel-sign, the iatter may be written 
at tbe BEBissisa of the consonant tor a first-place 
vowel or diphthong, and at the snd for a third-place 
vowel or diphthong; thus lIJlL- oorporiU, ,..£.„ ehUd't, 
};teif!l. figuration. 

119. Monosyllables vocalized bj these methods ma; 
be halved for toxd; thns ..ct.. court, ~| lehooUd. 

Exercise 144. 

Sead, topy. and tranterSie. 

1 .....5r. ?zr3=. N,^... }r......^ 

'-■^-^ ^ Y-t-'-^^'- 
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....fa:...X-A....^...A...^.......J;,..A^. 

4...r^:=,....l...^.._^-^.....L4L.. 

s...^...O^..........*>..^..,^4..^.. 

Exercise 146. 

ffW« in Shorthand. 
Mr. Charles Reid, 

Oxford, Hbsb. . ' !: ( 

/.Aooe-jr^ur-tavor (of the) 24th I'ntt., and-Z-find that-'' 
-{A«-term8 y<Mi propose ors, on-the whole, reasonable. 
Tour calculation n/-proflts, hoteever. u palpably wrong- 
in-one instance, cu yov-will-iee on further-eiamination. 
Tou-a&l recollect iSa/-i(-wtK-6<-iieeessary for-you to- 
-eultiTate the trade iii-yowr district. My former repre- 
tentative was culpably careless taaardi-the end of-his ' 
engagement, and-the business ttn'U require a little nursing 
for a time. J-am-perfectly *ure, hotoewr, that a display 
of energy hp a sharp man of persnasiva talents, and a 
judicious distribatioQ (of the) literature I-ieill tend you, 
viiil soon encourage a return (of the) fto'iner extensive 
sales. Please eaii here on-Thursday fo-sign-t^ agreement, 
roiwt-trulj. 
Exercise 140. 
Sead, copy, and traneeribe. 
..!l.....\~urT>., .. 




.:...N^.../...^.....i^..-r:isj. 
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v*:::;..:^. ...!5i..i....v:j.....>rs,..rs^. .^' 

..■c^..v..^. ..^..^....:. }>.^3-.-&^,.. 

CoHTBACnOHS. 

r!!^ eommereial, K^^ financial, \ t^eeial-ts, 
L^ eti«iuiattg, T:^.. infiuentuii, ^r?::^. iminfiuential, 
^ tub»laniial4j/, '~\ viiwbftantial-ls, i eim- 

Irovertj/'iuH, 3 eitvumttanet, L^ eirctmttlatUial, 
^-^ immediate, —^ immedialelp, "^ pr^diee-eiaL 

Exerciae 147. 

Bead, copy, and (rancoH&t. 

'L-V-^---< ^.~f -1 — ::^.->- 

r:C.ua....:!....k,^.,„.X...;...SY...-z\.. 

aX-X..:rr:?-,-_.:rr<.....r^.'..^:^.......rre:'^ 

*...N,_.*rf....).._;.._'::^...c..:::^....;5^,....b....4~j 

>...^....La,....^.;>^..X-™/:....ii. 

. r?. Jt.._!L.,:._™ ...:;s^....i_...:nv'^.^ 
,c„^....t.= ± .r^ isgh....... 
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Exercise 148. 

Write in Shorthand. 
I. It-is especially important ihal-you-should deliver-lhe 
goods immediately. 

3. Any delay may prejudice your chances o/-fiirther 

S. There-is a subttantiai increase iri-lhe financial returns. 

4. Your immediale attention is essential, if-you would 

Been re-' Ae business, 

5. The unsubstantial nature (of the) eommerciaJ traveler's 

resources rendered his chanoes hopeless. 

6. Tlie circumstances attending-<Ae controversy urere far 

from pleasing lo-him. 

7. Mis injiuaitial position is lost, thanks to-his insane 

fondness /or ei>n(roveraial discussion. 

8. Oh, yea, the circumstances were noted immediately, but 

they-vere regarded as entirely uninflueniial. 
0. The circumstantial detail (of the) narrative proved its 
accuracy. 

130. Au; unimportant word such as as, the, of, or, etc., 
may be omitted in a phraseogram; thus .3-a — for (the) 
»a&e (of), 'r:C.. more (or) less, ...I . side (by) side, etc. It 
is well to vocalue him (so that it may not clash with me) 
in such phrases as Nr, before him, .^i-t to Mm, etc. 

121. Judicious phrasing should be carefully cultivated 
by the student, as a great aid both to speed and legibility ; 
bnt he should guard against the temptation to join 
together words which are not naturally related to one 
another, or which, if joined, would result in an outline 
extending too fat from the line of writing. For addi- 
tional practice in phraseography, and for further exercise 
in the reading of shorthand, the student is referred to 
" The Phonographic Phrase Book," " Selections from 
American Authors," and " Self -Culture," particulars of 
which will be found in the list at the end of the present 
work. 
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Phkaseogbaiis. 
L-f Jam direeted to itate, ^— f ^ c") inttrvettd tc 
Uata, ....S-i. I am rtqutited to Hate, v-^rJ deliver 
immediatelif. 

Exercise 149.- 
Jiead, copy, and traneoribe. 

W...}^, 2/ii^..S,....y?......^..':CX^..'i:z:^^ 

f>>r:rs...n,.....L...^...\.K,. ^ 

(iK\ , 5^.^„.rv.5. J. v^j ._.._^. 

(eKj... ..ZZ'-V........ V....267, ....rr±!...i..:j:. 

., lu^. .&.:...Nc<i....^....l,. J2\ 

c\...rznr:. 3^, _.._ 

(d)-\: ..N,....s...._^.2\....L....\..r....-f: /. 

Exercise 150. 

TPrt(e »"» Shorthand. 

(a) Dear-Sir: /n-reply-(o-yo«r-letter (of the) 16th inet.. 
/■am.directed-fat-stat« lhat-t/iere-i*-no such policy holder 
on our books. Fery careful examination bat-been made, 
and-it-tiKul^ that pour clerk leai in error. BetputfiUiy- 

(b) Gentlemen: /.am-reque8t«d to ask if-f/ou-can deliver' 
•{mmediaUl!/ at <nir central depot in Ifew Tork, three 
of-ymir No. 4 Bicycles, fitted jeith Coaster Brake, and to 

^k, if-you-art unable to airangre ^iIm, upon tctot data 
you-couM make detireryf Tourt-trnlj, 
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LESSON 30. 

W AND Y DIPHTHONGS. 

132. When 10 or y is followed by a simple Towel, a 

diphthong is formed, which is represented by a temi- 

ei/reU written in tlie mme position as the Hmple vowel; 

Losa BOtmDs. shokt sounds. 



1. iMh'Pjiaw>ah"j''_j,a„ 1. ari'l'ii* yi'^\'^^ 

6 yeuin^b 8. juf tiau^S j/l J.^ySH 

128. Theoretically, the semi-circle is written heavy for 
a long sound, and light for a short sound ; but in practice 
it is seldom necessary to observe this distinction. It will 
be seen that the sides of the circle 'i* represent tha 
«e diphthongs, while the lower and upper halves .„j._ 
represent the y diphthongs. 
124. The following examples will indicate the nao of the 

above signs: _^... Zouave, .^..\.. raUKoy, ...1„ teawted, 

-"^ abattoir, -.^^^o^^ mitquoU, C^.... lamb'»-aool, 
^t^.. Indiana, JsL. oMoeiaU, ^^^ yearly, .U_. thmaek, 
...U,— twenty, .\^ twinge, CT!^ menunr, .!js. pasnaord, 
•-J- drifttoood. ^^ terial, _.&„ alien, .rL. atheist. 

*;^SiC rebeUion, ^^JiL folio, Vt^ Darimis. 

12B, The rigkt semi-circle , wate or trf, may be 

prefixed to a stroke consonaut where it is convenient,' 
127 

Dir I z=f 1„ Google 



128 conBSB m is&ac ptfiian bhoktband. 

thus „*Z. ttalk, ,J__ water, ../ aaUher, ..-?... wuh«r, 

126. The iejl semi-circle is prefixed to downward 

I, and the right seiui-cinle is prefixed to k, g, m and mp, 
M an abbreviation for toy thus _^_ William, -■ m>jte, 

, 1 I... wig, ...v;s._ women, T^. wampum. This abbre- 
Tiatfid 10 must not be used when a vowel precedes the w. 
The riroib^ u must be written in words like .j^^^ awake, 
OiiZZ, atcoke, etc. 

Exercise 161. 
Read, eopg, and tranteribe, 

1 L,....v-.'-.-.i'>«t^->.-Xf--.4.--4-. - 

s.v,...»s^_...c:....|„..z-....vj^...:lj_..:..„(j;.... 



Exercise 152. 

Write in Shorlhaad, 
X. We-mutt wam-tA« workman not <o-iiiake-{A« waahera 

too tight. 
2. As^-tkem to withhold the order until J-Aaw-seen Mr. 

Wakefield. 
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8. They did thtir best to aaeuag^ tft« pain, hnt-tht woman's 
weakness rapidlj lucressed. 

4. TAere-it-no palliation for4he Austrian's offence, and- 

■after a brief period in prison, he-vim-haiBe to pay the 
penalty of-hit crims. 

5. W«-are-sending-tA« tapioca and-(A« water-melong, 

lntt-%i)BJtave-no stoct tf/ lime-water a(-present. 

6. AU-trur paper i» marke^ leith our tpedal water-mark. 

7. The worker's watchword t/tovid-be " Excelsior." 

8. Se took a piano, a clarionet, a harmonium, a melodeoD, 

and a musical box, fa> whUe away the tedium t^-hii exile. 

COSTttACTIONS. 

^ pattengtr, h danger, p dangerout, \ ttran- 
gtr, I meiienger, CI^i£::>, manatortpt, J-v Iranteribe, 
i-^ traneeript, 3-^ Inmaeripticn, 4 tranter, 
^ trimtgreM, &^ tTanagreuion, in trantmiMicn, 
■tf und^ttand, "f underUood, V^ September, jl__ when, 
ever, \^ whatever. 

Exercise 168. 
Bead, copy, and Irantoribe, 

-••^■■^ >^...:..L...=:^...i..+4 

.x^,..';i^.4i..,A,^..^ 

2 . .-^A^.!:r^.....).....'=y,....:....l^„'Ds. 

8 .Sw....J:T?......*H.....^3-v.--^..'^X/^--3™\--^--y. 

■Hi- • ---^ ^....v-=rrii. ...._- 

. X..±..X -U >. J-N-..-".. A 

<^..h.....^..-C^.. __ _ -. 

->"gl^ 



130 COI7BBX IK ISAAC ITTMAK SBORTHAKI). 

5 .t,....<.....L ....^•... . _.^_..Csr*-...:r:._5,^ , 

6 ^....|;...L^.Jr::\...|...X- ...»,.. ..^..... 

Exercise 1S4. 

WrUa in Shorthand. 

1. Agk4A« pa$ienger to-taks a mtuenger with Aim 

and-send back A« 'ronMTqrf (ot the) mataueript 
imratdiat^y. 

2, The trantmiagion (of the} Iranteription proved a mort 

dangeroui piece 0/-work tAan-fA« ttranger eiepeeted. 
8. TTAMm^r you-write, and wMtev«r-tht-mattei mag-be, 
j/ou-ehimid-he-able-to read or tranterUe every word 
of-it. 

4. Tou-Aoutd-undersland that-there-it danger in trane- 

greeting any rule, and-tkal-the more accurate the 
shorthand note, the more correct uiili-be-lhe trameript. 

5. I-underiland that-the-lrantfer (of the) stock tAU-made 

at-tht-enil o/-la3t September. 

6. Wh^'U-the nature (of the) tratugretatm teith-tehiek- 

-the metienger it charged? 

Phbaseooiuhb. 

^.. I regard, ..r^n„ I regret, ^ I do iwt wxdereland, 

>^ your esteemed favor, liv^Iaminreeeiptof your 

e^eemed favor, »™>y *" ^^P^S '" y""" edeemedfanor. 

Exercise 15S. 

Bead, copy, and trantoribe. 

r^-'-.<* 

..j,:'.r:;*^«U^....^.A,.V 
5^^- --'■■!«-. ri:'..>^^s.4-J...v^..t. 
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!^-..4- -^--?^..."::i»^..^...->s^....^..-|:<.....^.*,..-'. 

/aK-.v'.Afe^..::::^. .-.\.%...-T=. -Y • 

Exercise 156. 

Write in Shorthand. 

The MuihattAQ Chemical Works. 

Brooklyn, 2f. T. 
Oenllemen: 

in- reply- (o-jOTir-esteemed-rftvor of-yeiterday. the reason 
tBhff WB returned yini4h6 barrel of zinc sulfate wu 
bteaiite analysis showed that-ii-ieat-not equal lo-our 
sample, arid toot, therefort, quite useless to u». We-do- 
-net-under^and ahg ti-icat Knl, since we-presume you- 
-were aware thatswah a quality letnUd-aot suit our 
purpose at-aU. Please tend va another barrel iramtdiattiy, 
andie careful to tee lhat-il-i» (of the) right qiulitj. 
Vory'tralj-yowrt, 
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LESSON 31. 

DISSYLLABIC DIPHTHONGS. 
137. The following series ot angalar characters, 
written in the same plnces as the long vowels, is em- 
ployed for the representation of dissyllabic (or two 
syllable) diphthongs: 

oA-l '! avht i* 

a-I.i /ft':' 

128. It will be noticed that the Srat three signs point 
dmimmM'd, while the second three point uptoard. These 
signs, are uEed to express a loaff vowel followed by an]/ 
uiuieeejiied thort vowel ; thus ^.^CS?... tol-fa'Ut, .(fX, la'Uy, 
..g<S(:.. howbt'it, V... Jloici'y. _.aT^_ Samo'a, ./::?. ru'xn, 
— ^— hay'otvet, -^ day'ty, .^f^ Te'al, ..j^^ rein^ate, 
_,:^tci. muse-um. X_ Oraw'er, ...^„. iW^oA, ^51 Ho'tl 
..—/.jeio'el, ....J! JeWith. 

126. Where a long vowel is followed by an aeeettttd 
short vowel, the y series of diphthoni^B is employed, 
or separate vowel signs are written; thus _<7. geiiogy, 
..^^thedirioal.-sC.Lreimts.':^^ poitie, .J^, M-iUgOh, 

,^^^7^. reenter, 

ISO. Where two long vowels, for which there Is no 
single sign, occur in succession, or where a diphthong la 
immediately followed by a vowel, the separate vowel 
signs are written; thus 5^ Ohio, ..0X— ■ 
..,l._ Deweg, S^^\^ biography, Je.. diamoitd. 
132 
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Exercise 157. 

Sead, eopn, and trarueribe. 

■\ ^ V--V--^-N-^7:is. 

l..e::^..._^.......=jf.....^..._Z...^..,,,£V._ 



■■^■: 



Exercise 168. 

Writt in Shorthand. 

1. The debt it repayable to-the purveyor in weekly 

instalments. 

2. The matter (of the) Gaiety Theater in-to-U left in 

ftbeyanoe. 
8. Kindly re-arrange the terms and tee to-the re-insurance 
(of the) theatrical costumer's premises without delay. 

4. 7(>ur theory of minute forms may seem allngytt, bttt 

in praetiee ytm-tBUl-And a freer style vrill give you 
better results. 

5. The bestowal of-ihete honors vipon-the principal (of 

the) college and-hit coadjutor, Jfr. Lewis Owen, An* 
given great-pleaenre lo all-their pupils. 

6. T7ie widower persists in-hit denial (of the) charge of 

stealing the Jewish brewer's jewelry, bui I-hace an 
idea that I-thaB prove my theory correct. 
Contractions. 
^ better than, ^-""^ ratter than, .^ rather or teriter. 
\/V. perform-ed, \/\c-~. performer, \/^J> perform- 
anee, /\. reform-ed, y\ir^ reformer, /V.-. reforma- 
tion, "'"^ inform^, '~\:-^ informer, _'^_ iitformalion, 
_(L-. thankful. .t_,ttanit«ptvinj. 
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Exercise 1S9. 

Btad, eopy, and IraiueHbt. 



PHKAaEOSBAMS. 

V_. J haw to inform you .%-~.^ pUate inform u*, 
i__ plioie quote tu, -^— pl*a*e let me know, -^- plsaM 
tttutknow, .^_ plaoM fujfa, _s^.^^ pUaae forward. 

Exercise 160. 

Write in Shorthand. 

1. I-hai>e-to4nform-you that-tha report mil go forward 

by-rai^ fo-morrow. 

2. Please -quote-iM for 5,500 eopiss in typewritten («c- 

Etmile (of the) enclosed circular. 
S. PloAse-let-me-know if cotton it bang held back in-g««t 
locality. 
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4. Pl6ttSB4el-ut-know when you-ean deliver-lht flftj bale* 

of cottoD, viJiieh-art still due. 

5. Fleaae-note-that bale iVb. 47 i»-ru) better-than-tJts Teat. 

6. Please-forward immediately 30 pieces No. 86 Print, 

Exercise 161. 

Write in 8h<M-lhond. 
3fr. Wm. Brjon, 

Milton, MosB. 
Dear-Sir : 

/»-replj-fo-yow-esteemed-favor (of the) 8tb, I-have^ 
-lo-tTtform-goit that-tks sale (of the) propert? referred 4o 
takes-place «n-lhe 26th intt. ^-you desire further- 
-partieulars in-additioa-to-U^ne giten in-the catalog 
enclosed, I ehouid.be-g\aiA lo farniah tfiem. Please-&ote 
that-there-it-nt> present-intention ^ disposing {of the) 
hotel on Ninlb Avenue. I-ean, however, inform-you of- 
■some very-good hot«l property wAieA-w /or-sale, \f-yoti 
care to speculate fn-fAot-direction. 

rijw»-wry-trolr, 
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LESSON 32. 

REVIEW. 
181. (a) Ligbt letters are haired for t; heavjr letters for 

d; but a lelter which is Jlnail^ hooked, or which 

occurs ID a word of more than ent tyllaSiU, n»j ba 

halved for eithtr t or d. 
(6) The (our letters .-^ -.^ /^ ~^ may be halved 

and thiekened tor the addition of d. 
(e) When a vowel intorveneB between l-d or r-d, these 

letters must be written in full, 

(d) Final t or d, followed by a sounded vowel, must be 

written in full. 

(e) Halt-sized ( or d immediately foUowiug the letter 

( or d, is always digointd. 
(J) Half-sized c^ [^] is written as a contraction for 

ward, and e' for yard, 
[g) The halving principle is used in phrasing to indicate 

the word not or it. 
(A) The ejllable tr, dr. or thr (and sometimes <we). Is 

eipreBsed by doubling the length of the preceding 

(j) The character y-^ is doubled in length for the 
addition of r; while 'w is donbled for the 
addition of kr or gr. 

(J) 

(£) A dot vowel may be indicated between a stroke and 
an initial Jmo/c by writing a tmail eircie before or 
after tha stroke, 

(I) A dash vowel may be indicated between a stroke 
and an initial hook by interaeeting the vowel sign, 
or, where this is not convenient, bv writing the 
vowel sign at the beginning or end of the stroke. 

(ffi) The u and ff diphthongs are expressed by a small 

(n) The abbreviated u may be prefixed to dmenieard I, 

(o) The angular ai(rna ...*^ ^.. are employed to 
express a long vowel followed bf a short «»• 
tKttntfd Towel. 
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Exercise 162. 

Bead, eopg, and traTneribt. 

1 .:^ } ...:....^.-:: ^.^..S. ::7^. 

3. ...a 1^ L:..).....<:r'......w:. 

4.kf..j....;..„r\.!::±:x^...,:n,....L..(?...!s. 



^"--^■'■--i V^.-^-^q -.;-.-j...... 

Exercise 168. 

Fn<« tn ShoHhand. 

1. /-hope - ^Du - tnlff - not - ie anaayeil a(-in^- request for- 

-pa^ment. 

2. Tfrn-TOay-not-Jmoie that-lhe infitienct of-thU-gentleman 



8. J-hope-gou-nre at-ait-Umea willing to-d^ govr best Jbr- 
-the welfare (of the) houte vMch-you repress/it. 

4. I-think-tlute-U room for improvement in-t/rmr methods 
o/-work. 

6. I-mutt esb.-you to he prepared, /or-there-i* tvre lo be a 
strict inquiry. 

6. J-am -directed to ask-goK to attend here at seven 

o'clock iAis-evening. 

7. Please-not e tkat-}/oit-are to-deliver-immediatelg the 

good* named in -my- letter of-yetterday . 

8. Fowr-«steemed favor (of the) 4th U to hand, and-I-am' 

-nMJcA-obliged. 
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LESSON 33. 

PREFIXES. 

182. Qm- or com-, when it is the first sound in a word, 
is expressed by & Nf/ht dot, written at the commencement 
of the ontliiie; thus -.7!!rh„. Botupire, s-y ,, eommenee, 
^,.,. eomde, ....[ oommit. Where the con. dot is em- 
ployed, it should be the-ifr^ ti^n teritten iu the word. 

188. When the syllable eon-, com-, «um-, or eog; oocuis 
between two consonants, it is indicated by writing the 
second consonant close to or under the flrst ; thus 
..^_ ine(mtCant, _.ti3._ diteotineeted, .j^!^i,_ reeompentt, 

X. incvmbent, -^"^^ rteogrmt. The rule may also be 

applied to phrases ; thus ..^(^^ yttw wiK comply. 
..TX. / am content, -^^. IthaU he eompeUed. 

134. Inter-, intro-, or enter- is espressed hj -^ nt 
joined or disjoineii, as may be convenient ; thus 
.-■n,™- interfere ^^^jirUerline, ^."l, intTodiiee.^^^s—^iatro- 
tpeetion, _jt. entertain, .■^. eaterpriee. 

185. Magna- magni- or magne-, is expressed hy a dis- 
joined ,-~. ; thus •~^n magnanimovi, S^-— magni- 
fietTiee. _^_magneiiie. 

136. Sey is expressed by a disjoined circle »,■ thus 
.^ Mtf-potuMtd, _.<!!LiL.. edf-difimu, .jj_ telf-eoneeiovt. 

137. Before the circled letters °K "] a— ^ f 
iiir is expressed hy a small hook written in the AMM 
direction as the circle ; thus .^a. in»piration, T ' -,, in- 
itructor, ZZ^ inaenbc, g^ Vnftatii, .X^. inAuown. 
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138. Except in the word „ y,^ inhuvian, aad its deriTa- 
tivas, the small hook for in cannot safely be used in 
negative words, that is in words wliere in has the signi- 
fication of net. It is allowed in ..Z^ because this cannot 
be mistaken for JZl. httnMn. In other oases, in is 
erproaaed bj -^ ; thus :r^»_ inAoipitaMe, .:;di,^iiy.. in- 
tiip«rable. 

139. Negative words whioh begin with U-, ifn-, ia-, or 
«»•, are distingnished from the positive by repeating the 
first consonant ; thus J2.. legible, .iC.^.. iUeffiHe ; 
\y__ mortal, _..2.L_ immortal ; IlS noxious, ]^l2lS in- 

noxiout ; ...ij fcnoum, ,j„.^j, wtknvwn. Negative 

words commencing with fr- may generally be distin- 
guished without repeating the r ; thus ,^. rudiiiii, 
7-&. Wrm^itte. Bat it is sometimes necessary to 
repeat the consonant ; thus -y<l~i- Tedeamable, 
.2;y4_.._ intdeemabk. 

Exercise 164. 

Bead, eopff and inmtoribe. 



31...1:. ^...k.J.....!^....CsJ^.. 

6k...:....*...e,.....:::....%..^.Vv I --'^-. 



6. -J ...s^...j....^...:^.--a^.:r^...:..A 

i...A^.._;.£l.^,^./a.J- J^;c», 

r...c^ ,..A../)-...^ 1.3. 

»i..;h:..--^~j^-...-f sjx:-^...^....:.^...--^. 

...<:?:.. ..v.....L-^.,,;xz:..:><N.v 



Exercise 166. 

Wrt(« in Shorthand. 
1. f-&m conscious iAat your misconduct map cauie con. 

siderabte confusion. 
■3. If-yoii-can introduce a competent entertainer, /-tmS 
instruct the committee to paj Aint tvell. 

3. Jn-youT magnificent self-esteem you iorgat-the magni- 

tude £»/-yi>ttr selt-imposed task. 

4. ^'the instructor destroys tbs instmmeiita, he-mag 

cause irreparable mischief. 

5. /-am convinced that-my interposition U necessary to- 

-remove -tte misconception. 

6. I-thaS contrive to be present at.fA« compsDj's meeting 
io-morrow. 

COHTBACTIONS. 

^-^ profieient-ey-ly , \r^ d^fieient-^-ly, V-^ «_JIi;Mn(- 
-i!y-ry ^"V^ ineffleient-ey-ly, K^ mffleient-cy-ly- 
'~^-^ infttffieient-ey-ly. N^ obte'nation, "V^ preeerta- 
tion, ^ inconjKXen*. y ■ineoner'ttency, T inwn- 
-lideratB, _-? te'jith-neu. ^ «j»»eIfl«ft-nM», '^T^tjieo*" 



PEKFIXEB 

Exercise 166. 
£ead, copy, oTui Iraataibe. 

1 5.JL^ s^- ^....%x.--l^-. 

r -^^ ^...-^. 



1 L.j^.....\J:....vr..^..-,; ;...t..!.:rv_i 

.:>....mJ?.j,.. _ ._ 

t^xy. «^.-.i .>5R...^..':*..-....vA-..'L.:^ 

.:..t>cC.v^....L.£::!...c.. 



....%^..... 



Exercise 167. 

WHte in ShttrAand. 
1, Wt gaarantee to-keep a tuj^ehnt Btafl 0/ teoohen 

(o-lnm out thoroughly sffieienl stenographers. 
Sl ITt-teat tin effieieney of-ev«ry teacher iy examination, 

to^hat no inejfleitTit person can find a place. 
8. Tkt tests are severe enoag-h fo-prove Kktther a man ii 

proficient or deficient in-hig-knowledge. 
i Our profieieney te«ts are-the result o/-long years of 

d>urfiation and trial. 

5. We-kate-no telfith end in-view, our onlj object being 

-Ike preserDOtion q^ a high standard t'n-fAe-scbool. 

6. Ttm-wiil-see. therrfort, that your oonoiusions are 

both ineonei»lent and inronridcrate, an J- w«- trust 
yim-w3l aeknovHedge-the incontitteney of-yonr posi- 
tion now ik'<t aiiT iinielfithaeM hat-been lufflekntly 
proved to-yoti. 
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tTj tarig amtid&rattoa, \ further a 

J| further eoTitidered, La lakt (laJten) intc 

eontideration, \ '^"^ ^ taken into eontideratbni 
^*- (u MMn at contmieitt, ^l:^ in eooMquenet, 
V* and the contrary, \^ on M< contrary, 
-^ry to the eontrary, -isy^ <U yowr tarly eoncenienee, 
f^~-4 general manager. 

The prelli eon- ma; be omitted in anj phnue aimtlar 
to the foregoiug. 

Exercise 168. 

Bead, eopy, vnAtranaeribe. 

-^■S.^^ I ^ ^: 

^...2...:.Z:..kr....:rr..niS^JbL...k: i.. 

^-^-^■-t^ ^....4..i...^-i.^.-^ 

z...^f:-..:a,.-....'L...^....\xs,. .w....^^.: 

-^ ^.. ^>^' 
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Exercise 169. 

WriU in ShorfAaTid. 
7%t Downe* <£ Plawea Co., Inc., 

CongTOSB St., Brooklyn, If. T. 
Qtntlemtn : 

On further-CDiiBideration /-JIatie-decided to-aaxpl 
j/our-oBer [ot tbe) premiees in Sjcamore Avenue. 
ttHfjeet to possession being giv«n by-thi lat StpUmibtr. 
Perhaps you-viQl give earl; -consideration to4Ke 
pOBsibilit; of-thit being amnged, and Ul me know your 
decision ot-soon-iu-conTenient. /-am-obtiged to stipnlate 
for-thit condition in -consequence 0/-haTiiig to vacate mg 
present premiseB bg-tht date named. I-vmtl ask-yov 
fo-toke-into-consideration also the tact tAat I-thall-be- 
-obliged le-aake teneral alterations before-t^ premises 
are eiactly suitable /jr-my-reqnirements. Toit appear 
to-tMnk-mt new to-tkii business, whereas, on-IAtf-contrary, 
I-haw-JMen engaged t7i-i^ for-the-Xa&t ten yean. 
Treating fo-ieceive a reply a(-y(wr-earIy-conTenIence, 
Fcurf-sinoenly, 
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LESSON 34. 

SUFFIXES. 

140. The suffix -inff ia generallf expressed by the stroke 
'w' , and -ingt bj v^ ; thns ..^k.,t_ placing^ 

.^^«_(i„ faeingt, -[H_i- guetdng, .^-a_K... meamngi; but 
when the stroke is not convenient, -ing is expressed by a, 
light do^, and -iiijit by a light doth; thus _-^. «Aipp>njr, 
_S;^j>fciKRff, .t<iC!. uarinp, .^., winrUngt, .:^jr^.. engraviagt, 

141. The endings -ality, -iUty, -atity, etc., are indj. 
oated by disjoining the =troke preceding the ending; 
thus \f,_ finaiUy, .[.^ durabaitg, .:::^ inttabaUy, 
S_(C popularitg, ^{^^. rtjfularity, jZl m(fjorifg, 

143. The suffix -ment Is expressed by ^ «n<, when the 
sign ^ will not join easily; thus ."^^ eoimgnment, 
.js»ft<._ «w»nifln««Bi«»(, _<^;^„ retetUment, y^. pavsment, 
.^^jk>^^ r^nement; but ^.» is written in words like 
.i?\^. elopsment, ..|^.. eommtimeat, .!A_ enjoyment, 
-i^., agreement, ,/r:j. eoneealmeiU, -K--- detriment. 

143. The suffix -ffwnfaj or -mtntaiity is expressed by 

di^ointd ^ m«t/ thus ..!^. ,^iiani«n{ai, .1 dttrimentai, 

...■^.. regimental, JU- inelrumentaHtg. 

144. The suffix -ly is generally expressed by /^ 
joined or disjoined, as may be convenient; thus 
_^. tweetty, J^, friendly, JST..- ahtoluti^, - 
■i^—, eonfidttaiy. The I hook may sometimes be used 
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In words ending In -Ij/; thus .^... brieflif, -J— deefUg, 
_^ artively, 

14G. The euffix -ikip, is expressed by ^ , joined or 

disjoined, as ma; be convenient; thus £ eiiitnuhip, 

!y hardthip, "iZ^^ derkt&ip. 

140. Tlie terminations -fultusi and -lestntta are 
expressed respective! J by di»j<nned Ve ft and /^ U; 
thus _Y.... u«^uin«M, Vs. ^iteUuneM, f-Sar lawfutiut*, 

kJ— lawkttnem. 

Exercise 170. 

Bead, copy, and tranterSx. 

i.<j£::^.....^.....^!7".....;../...,^.^;._.r__^>fs<: 

Aj. l.:..S^....:<:..:^.. „ :. 

J ."."..t|...i..Ac...i...., .-jv^..::...^^!^.. 

» ^..14=-.....^ JsJS-_^_..s^^.jr.C^g... 

"■■^ W--^--=^--^-^ 



5 ---i ^--:^-^ 



..c^/... 
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IM COURSI! TS ISAAC PmiAN BHORTBAITD. 

Exercise 171. 

WrUe in Shorthand. 
1. Beplying io-ffour letter of-yuUrday, ut^tt amngin; 
fo-Iorwanl-(Afl oouplinga and connecting .rods bg- 
-express (AM-eveniiig. 

5. /n-reply-<0-your-fATor, im uouM-u; that-tht-ra»^OT\tj 

(of the) designs ore vhaUing in originalitT and 
ftttnctAbiliby, atuf-we-fear they-wQi^not atuin a 
popularitf tuffieient to warrant »« jn BtookiDg tA«m. 

8. Candidly *ptaMng, vie-think-the pattema art faadlj 
designed, <Ktd-tlumgh-it.it distantly possible that- 
■thty^may aell «M0, ve-think-iM aAouId-be acting 
tmpnidentlj ^-im bought M«m. 

4 Ketwe-note M(i(-(A«-pre8ent order came through-lhe 
instrumentality qf Jfr.-Bmith, artd-ii supplemental 
to-the one ua received yetttriay. 

6. Tht delay (of the) scheme and-Hu abandonment 

(of the) jfr*( proposal caused great resentment. 

B. Tht inspectorship (of the) tneorporattd district (AM- 

-given to-him in, consideration i^f-Au great ability. 

CoNTIUlOTIONS. 

""^ nsMT, "-Vl neverthtitM, '4' notaUhitanding, 
r tnlarge, •+• enlarged, ^v probcd>UJ^-ity, 

\ praetiee^d-at-ly, %— , praetieabU, ^ friendMp, 

'~%i itaperftet-ioa, t Kiti^aitffon, p* jotiV^aetMy, 
'y' vntatitfaetor]/. 

Exercise 172. 
Btad, aopy, and traneeribt. 
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Exerciae 178. 

Wrae in BhorthanA. 
Mr. George Maontng, 

St. Paul, Minn. 
/>aor-Sir: 

in-reply-to-your-favor of-ytUtrdaf tee wmldsaj 
that-tM-nwer hesitate (o-replace a machine vAteh does-not 
give oomptete eatt^ftietum. NevertMeu, where praeiieabte 
tM-like to assure oureehe* (hal-lhe-imperfeetUm teai 
present ithen-iAe-mactuae left our hand*. Ae a rule, 
thie-ie very imprebt^le, beeauee-we-teke everg eare to 
insure an absence of imperfeetion in. energ maohiae 
tent-out. ir«-ar«-satiBfled, hou>eeer, that tn-tA^-preseDt- 
-instanoe, nolmthetanding our eare, there-hae-been an 
OTsnight,, prebaMg tm-the-p^rt of-one (of the) new hande 
engaged sinoe-tH eniarged our works, and-ae-ttu^-ba-glad 
^•you-vM retum-(A« UTuatiefaelory machine at-our cost. 
Jt^ praelieallg impoiaible tAof-such an error lAoutdie 
committed again. S-ie tatitfattory to ve to know that- 
-you-wBl-not permit Ihie acoident to interfere mth your 
friendthip for ovr firm. We flatter oureelttet that-you- 
•recogniie u» a* praetieal men, leho-hate alwajs praeOeed 
Htraightforward business methods. BeapecffuOy-yourt, 
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148 ooubsi dt isaac pttuah ahorthand. 

Phbaseogbams. 

*^t_^ I havt eonduded, y^'^ tatitfactorj/ condiuion, 

f'^ vntatitfaetorji eonetutiaa, _yi_ under the eireum- 

ttanee», \^ Be*» of my abOily, Vs^ frw* of our abHitj/, 

\^bta of g<mr abilUj/, "S, be*t of their ability. 

Exercise 174. 

Bead, copy, and tranteribe. 

ir5...'rr:...z^...5.,._.k,...x-r:i >.-.N^.x 

2.^. k:z:>.._j..^. y:....L..!vr..<F:^.- 

aX^J..^ ^., k:^....\....../:\,^_^ C..X 

4 h X^\..:y^..s ...: n....<fe.- 

« ^^ s..ri^.,.\<^...^.^..:...::te. 

Exercise 176. 

Write in Shorthand. 
1. /-am eonHiient (Aa* under- (A#-«rc«nMfeince» you-wiS 
reconsider your decision, and-tcili accept-tAe con- 
signinent. 

3. HcmiTig considered aU-the eircumalanees. /-AaM-con- 

cluded to-giiie you-the agency, and-I-hope-ffov-mlt 
exert yourself to the best-o/yowr- ability to-make-tt 
profitable to both o/ws. 
8. TTe-regret to-report that-tht negotiations have com* 
to an unsati»faetory-coa(AiiB\on. 

4. Ws-asmre-you that-the business tkoB-be looked lyier 

p)4he best-Dj^-our-ability, and-that-vie-iiluUl spare no 
pains fo-bring-f^-matter to i antitfaetory-coneVxAim. 



LESSON 35. 

OMISSION OF CONSONANTS. 
147. In order to obtain more facile outlines, cerbiin 
medial consonauta ma; be omitted, as followa: 
(a) P between m and I, or between m and *h,- thns 

_t^ prompt, '^ Oamped, ./lt>- redemptUm, 

.SSri— pTMUmption. 
(6} 7 between the circle a and another consonant; thos 

--§"■ pottage, -^- po»taga ^amp, ->^ pattpcne, 

-Jfi-K. Uitimony. 
(e) £' or jT between n^and t or fA; thus .-C.— a({/une(> 

,..jU?... cottjanction, _%?:. onzioiM, iiri. soBCfwn, 

Exercise 176. 

Head, eopy, and tratueribt, 

1 .....%i..r....^^i....-"_i^.,...;:...._jt....„:^.. 
. .S::....^ .A. 

2 rr.....*5?:...N..../rii=t<. .rr:...r:-..': .1^ J£>, 

V— ^--J ^J\-K.- 

s Lr:r::y....:2....t....?:?:...L^^,,.:... ,<,.,, 

'^W H -^^^^"^ :^....^;'r:.) 

■=^ ^ ^--'W- V- - 

' 14fl 
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loO oomisa in ua&c rmtAtt shorthand. 

» . ..^t^ ..5)...~.....L,^,.^-i....'.....t><....^., 
.•>-..v..a L..rv....^....^..,. _ 

6 ^-. >o<:...:rr._(:::r..^.....!5...(t....:::'...l, 

,...,....:?^.3...^....;...,....^..'^....Jt.._„. 

Exerdae 177. 

Wn7« Ml Shorihand. 
Mr, ChftrleB Warner, 
CleveUnd, Ohio. 
DtarSir: 

Four-fBTOr (of the) 4th it at hand. ITtf-oonaideT 
Baraes' offer almost a presumption. At-aiti/-Tt,te, U-it-no 
temptation to ut to-aeU, and-tu-^an* promptly deolined U. 
Please vu-ihe strongest efforts to secure Anderson's 
order. Tou-taa promise panctual dtHeary in a weelt's> 
•Ume. The market here it very restless, artd business it 
languishing jiMSonseqnenoe. ffii-note ]/our Temarla about. 
-th» sacks, artd-mU attend fo-IA«-matter immediattly. 
FouTi-truly, 
OoNTKicnoKB. 



ZIZZ- eharaeter, t ".^^ charaoUrittie, b— detenption, 

i gtneralitation, "^-s organiu-d ~\^ organitaticn, 
~L' KctingviiK-ed, \t^ dittingvitk-»d, "^ reUngviA-ed, 
~Vw. eotenant, ^\. govem-td-mtnt, C^. magntt'ie-itmt 
f^tnagatine. 

Exercise 178. 
Sead, copjf, and Iranteribt. 

1 ><i^..<......:> i^.....y...^....-;:s....iiz:. 

-Hir -^ «K' -- - 

,,.,■.. ., Ooo'^lc 



or OONaONAKTS. Ul 



V 



i..!, U3 "3^, 

4 fc.„Il...I!L-.^...«<^..S....k^...«::6J^-..'....'^C\-, 
■^-'^--C.........^. J _... 

s ■^o.-XCrr.../....'^..^; i„.b.„Nc^..o..rx 

.!..._l._..^_..^^._:±^....w^.^x 

i.-.,^..<..r^..-:^..^...c../:l.-..^x_ 

Exercise 179. 

TTrtYa in Shorthand. 

I. W0-TegTet4A« miibiifcfl in forwarding you a dtteriptton 
{at the) wrong cloth, and-uw-AoM despatched a 
ipecial memetiger uiith-the correct details. 

3. We read in-the new tnagoEine Ihal-lhe-gotiemmeni Aot 
r«Ivn7uMMi-(A« claim to control (&« dotntitie policy 
(of the) ruler. 

8. The diitinguithtd speaker ftv-Ait generaUtatitm summed 
up-the oharaoter (of the) orgnnvsoHim vith eharaettr- 
ittie ability, Ihough-toe-lhink ht-was mitlaken in-hit 
condemnation (of the) recently signed eovenanl, 

i. We-hcwe organiztd a new system i)/-«oUection uAieA- 
•we hope wtll reduce, if-il-dott-not entirely extingvith, 
ths losses on returns. 

5. A magnet it a body tehieh - hat - tht property of 

attracting iron and other magnetic bodies. 

6. The science of magnetitm hatiten studied for-mtaj 

centnrie*. 

->"gi-- 
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152 oouBaii IN ISAAC pitman sHORTBAtm. 

PHBASBOaBAMB. 

. Ju»l pottible, it^ Jvit neeived, L_ lai 
(i_ (Am week, *_a— next vieek, C^_J: last month. 

Exercise 180. 

Sead, copy, €md Iranaeribe. 



..p^.S.2^...pr 



Exercise 181. 

Write in Shorthand. 



Dear-Bir: 

We-Aoee-jusUreeeived a cable informing ut lhal~the- 
-goods y0u-wrote nbout l&st-w^ek have-beea shipped and 
may-f>6 expected here at-lhe-tnA of nes(-week. Last- 
month's sales, »(-appearp, were unviuaUy heavy, and-fkert- 
-was a little delay in obtaining exactly the material 
required. Our correspondents ijiform vi also that-it-ia 
juat-possible "(Aa(-prices will rise, andlhat inetructions 
mutt-be-tent immediately if -they-are (a-forward a further 
supply oi-present rates. 

Fowra-trnly, 
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LESSON 36. 

FIGURES. 
148. Figures occurring in buEiness letters, etc.. are best 
represented by ttie ordinar; Arabic numerals, on acvount 
of the great distinctiveness of the signs ; but round 
Dumbers and doOari maj be expressed bj using tb« 
shorthand letters as follows: 

v^ for hundred or himdrtdth; thus 4^^ , 400. 
( for Ihovtand; thus 6( , 5,000; 5 , 500,000; 
250 f , tS50.000. 

,~s toTmillioit; thaai^ .4,000,000; 4.,.^.400,000,000. 

\ for btilicn; thus a\ , two billiont, 

DoUart and cents ma; be written thus T", (7.10. 
Exercise 18S. 
Wriie in Shorthand. 

The Shah of Persia oiens a pearl uA{eA-u valued at 
1650.000, and-the Pope it said to-be-tht possessor of-one 
worth (80,000. Queen Victoria had a necklace of pink 
pearls ^iihieh-u)a» worth $80,000; but-the ladies (of the) 
Rothschild family possess pearls of far greater value. 
Baroness Rothschild hat a pearl necklace valued at 
(200.000. 

The cotton marketed since 8eple7nber 1 exceeds ISJ 
million bales. 7A« actual production eannotJiave-been 
far thorl of 14,000,000 bales. Spinners' takings from 
September 1 to June 2 amounted to 10,369,000, of-uhich 
3,614,000 were British, 8,815,000 Continental, etc., and 
3,940,000 American and Canadian. It-i* computed Ihat- 
-the-present supply, visible and invisible, ( 
153 
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4,168,000 bales. TA« protpaet* for ntxt ytor appear to b« 
anywhere between 11,000,000 and 11,000,000 bales, but 
U-U-impottible to predict more closely than tMi. 

We-hate-gour cheok for $IIS.2B, uAKA-tn^-AoM-placed 
fs-your- credit. Plesse-note-fAof eince-iM last wrote-yoti 
tb* price of steel Atu advaneed $1.26 per ton. Ow price 
per gross ^ shatpeners is-now (18, f.o.b. New Orleans 
or Boston. 

Exerelve 188. 

Write in Shorthand. 
Mr. C. N. Pitt, 

Loaisville, Ky. 
Dear-Bit: 

We sA«u(i^ pleased to-purchase the return or oter 
issue copies of-gour magagme and pamphlet puMfntfton 
a* waste paper. We-tead men to bag if up and taka-A 
away and-we pay prompt cash. We also guarantee t/iat- 
•each and oeerj/ copy received ihall go to-our paper mill 
and-be destrojed. 

^ printed on rag paper lee-aiS pay you 00 «antB 
per 100 lbs. When }fou have an accumulation of 1,000 
lbs. or oner, if-ytm-w&l advige lu by telepbone or mall, 
iM a^ouU-ie-pIeaaed to-eend for-it . 

This qaotation is ti^^t to change wiihovt notice. 
Vers-tralj-jfovra, 

Exercise 184. 

Write in Shorthand. 
Mr. 3. A. Walker. 

Minneapolis, Minn. 
Dear-Bir: 

tfe-enolose cur check far 17.90 nhieh-wBtie accepted 
in part payment of any suit or overcoat parahased at-ovr 
wardrobes. 390 or S14 Main Street, before September aSth. 



ISS 

At'thi* featon (of the) year to dupoM of-ow surplus 
stock tmd-aa an additional iudacement to-you lo-Kat Iht 
convenience and~eharaeler of " Semi-read; " tailoring, 
uw-mBlie thit sincere and genuine offer. 

"Semi-read;" means auits read; fotiy on, finished lo 
order, no ugly misfits, no delays. Our system is-not 
an experiment, ai-in five years we-Jiavt alabliaktd and- 
-noia operate twenty-nine wardrobes in-t?ie United StaUa 
and Canada. 

^21'priceB are Toven in-the inside breast pocket. 
Suits $20 to 140. Money back 1/ dissatisfied. 

lUtpeelfttlly, 

GONTKACnOMS. 

.n^ eoptein, \ eapq/ile, ^~'~^ incapable, 
^ (^poinlmeni, J,^ disappoinlmenl, W attaijimtnt 
or alon»mml, l^ eritertainment, U eontentmenl, 

V— indignanl-aiion, .•^~ resignation, ^lC!!!l antagoniel- 
ie-ism, inseribed, *" ^ . inscription, Z inslrvclive, 

h tnsirucitoB, I^H!! example, yf"^ wxexampUd, 

Exercise 186. 

R«ad, topy, and Iranieribe. 
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Exercise 186. 

WriU in Shorthand. , 
1. Wt-believe-tkat Captain Walker hae declined to 
inaerihe hia name oadhe register of-memhera (o( the) 

3. 7^ reaignation of ao tapable a man Juta been a great- 

^iaappoinlmenl lo-the-membere. 
8. I-underaiand he-ia indignant at-the treatment given 

Ithhit lata anlagoniai. 
i. Re-lhinka-Ihe committee are incapable o/-making 

aufficient atonement for-their cond uct. 
B. Bia example mat)-be followed br/-ol?iers, ao-that I-teas- 

-Ihe proposed enlertainment tuill-be impoaaibU now. 

6. TTiia period of inactivitf ia quite unexampled in-tha 

-history (of the) company. 

7. Tha appointment of Mr. Black as assistant general- 

■manager may alter the present state of thingt, and 
. po^ibly produce contentment tn./A«-miiiids (ol the) 
shareholders. 

8. It-may.be-that-the amount j/mt-mentioned wot (25.50, 

or a little over. 

PHXASEOaiUHS. 

Jlfl. in regard to, o^ with regard lo, ^'•^ having 
regard to, tA, with respect to, 'ij vrith relation lo, 

O in relation lo, i/\a toith reference lo, \o I have 
reeeived. 
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Exercise 187. 
Sead, copy, ajtd Iraiucribe. 



Exercise 188. 

Wrile in SJiorlfumd. 
Mr. W. C, Shaw, 

Memphis, Tenn, 
Dear-Sii : 

In-rep\j-lo-i/our inquiry vrilh-regarA-to our tpeeial 
gmde index cards, tM-enelose-herewith levrral samples 
uAA prices marked on eaeh. Eamag-KgB.TA-to-the fact 
that-you-are likely to- take large quantities, tce-ftaw- 
■quoted-jiou eery-low- prices, WilA-raference-to your 
ebaertatuma at-to-fhi extension (of the) evstem, we-maj/- 
-say (Aoi-Me-ftaoe-received letters from all parts (of the) 
couDtrj assuring ut that-it gives the utmost Matisfaelian. 
We-thail-be-giad (o-hear furt)ier from-you in-relation- 
- to -the typewriter Bupplies for-iehieh - vie - quoted.- you 
last veek. 

KeapeelfuHy-yoara, 
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LE880M 37. 

COMPOUND WORDS. 
149. Compounds of here, lh«re, where, etc., us vritten 
as follows. 

herewith, 



- thereat. 



..^.. hereof, ±^. hereto, .S^... hereof, Jbv. 

J^. heretefore, .S^ herein, ..S^. hereon, -•)- 

— 1.„ (Aerfto, ...^... therewith, _3_^ tA«r«in, ,„.),,. (A*r»fi, 

.c^.. vhereat, j:^::^ whereto, ..fe:::^ t^erMf. 

XiilX.. ttAewwaA, £,.c::^!^. wherein, x.^^ vAerwn, 

.Cc^^ vihereat, .ce:::^ whereabout, „Z.. iwiWffitwA, 

...._i= ^itrthermore. 

Exercise 180. 
Sead, copy, and traneeribe. 

1 .^.....-^..^ ^^...3...C-^'......«<K-..yf. 
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Exercise 190. 

WHU in. Shorthand. 

1. ffis-enelose-herewith-ifte apacimens whereof <m spoke, 

and whereto tee ask your attentioo. 

2. J%e documents whereon w« rely, and wherein ytm-itiU- 

■flnd our case fully stated, are enclosed-herewith. 

3. The (acts-(of the)-case were laid before- Aim last 

Christmas or thereabouts, whereat hs-wu turprited, 
and whereon he expressed hit vietTs in-the-\e\Xer 
herein ec cloned. 

4. ffs-Aauif-your-Ietter (of the) first -ititlanl, and-lhe 

accounit therein referred to art enclosed -here with. 

5. We-cali yowr attention thereto, and entrust ih« con- 

sideration thereof fo-jourself and partner. 

6. / questioned the informaliott whereof k« spoke, 

aad-J-tent him your-le tiers, pointing-<iu( i7<a(-therein 
he-would fInd-fAe true statement- (of the)-caBe. 

7. Hereat he-mu, it-seems delighted, and hereto he- 

-drew-rte attention (of the) memberg, whereat /ftey- 
-were-pleased, and whereupon Ih^ withdrew their 
opposition. 

8. P\«tuse-Tiote-that-the-goodt named tn-/A^-order enclosed- 

-herewith mutt-be delivered forthwith. 

Exercise 191. 

Write in Shorthand. 
Mr. Abraham Samuels, 

St. Louis, Mo. 
Sear-Sir: 

WiU-SQU tel-ut give f/ou information wherewith yoti- 
-ean txvbfrom twenty to llfty per-cent. in-goar Billing 
and Order Department? The information ofCered here- 
with ia youre- for.the asking. Bee slip attached hereto. 
Would thahk-yoa for an acknowledgment. 

' Yovrt-very-tralj. 
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Exercise 192. 

WHle in Sluirthand. 
Nea 
loBeph, Mo. 
Dear-Sir : 

Herewith (M have-lke-pUature to enclose our new 
price-liat. wherein t/ou-iBitt-&nd particaloTS of-»merai 
lines that iliould appeftl to-yon. You-ieiU-tee-ihe details 
whereol iee speak on page 44, Me*peclftiUi/-youn, 

;C0HT»ACTI0KS. . 

diacharge-d, I ditpUaaure, iT> diuimHar, 

— ^ expenditure, ~\ exprnsive, ~\ extTaordiiutrf/, 
~\, extratxtsaat - ee, ''^^ manufaetwe- d, 

'~'''\_ maniffacHireT, If inlelligent, J inltUigtnee, 
y intelligMe, J adverti*e-d-ment. 

Exercise 198. 

Read, eopy, ond tranior^. 

^•^ ■■}■■{ -■■^■^-^■■^- -'-^ 

^^■^ 
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Exercise 194. 

WriU in Shorthand. 
Mr. Charles Sellers, 

Detroit, Mich. 
2>«nr-Sir: 

After an extraordiTtary expeTtdHare o/-time and 
money, toe-Aaiw-succeeded in manvfaelvring an article 
tehich-teill-pTeyeTit-the extravagant waste of starch ishich- 
-now goes on in-our public and private laandries. Tlie 
article i» entirely diasiaiilar to anything hitherto 
fnyented. It-ia-nol-expenaive, and-we-believe it-uiill-be 
largely taken-«p by manufaelurera, djers, and finishers, 
immediately it-it put on-the market. We-vmnf an 
mtelligmU man to-rtprMtnt ue at-the approaching 
Exhibition; a man o/.quick intelligenee, aMe to explain 
intelligibly the merits (of the) new invention, and ujAo- 
-mould discharge in-Hie best possible-way the duties of- 
-ouT agent on-ZAe-spot. We-underttand ihat-you wovid- 
■bt willing /o-conaider an, offer o/-such an appovnlm»nt, 
and-vie ah(ndd-be-g\aA to-luive^ou eaU-u;>on-us some day 
n«i/-week to discuss- (Ae-matter. With-regard'io your 
complaint about-fAe borax, we-think^mi had canse for- 
•your diapltaawe, and-tee-will-aee-the manufaelwer. 
Re^eetfally-youTt, 

Exercise 195. 

' WrUe in Shorthand. 
Mr. Clement Newton, 

Dayton, Ohio. 
Dear-Blr: 

May-w* advisa you (o-trj-^A* »7pendttwe of a few 
dollars on an advertiaement in-ovr colnmns? You-wiU- 
-ind-the cost not extravagant, tehile-Ihe result, we-are 
confident, will-be mry lalisfaetory. We-hnov-ihe old 
ways of displaying advertiaetnenle, onrf-we adopt entirely 
different methods, less expensive, and far more effective. 
ffe-enclose our rates, ond-trust (t>-hear/fw»-yow, 
F(H*ra-truly, 
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LESSON 38. 

INTEESEOTIONS- 
ISO. The shorthand writer maf provide himself with 
brief, diBtinotive, and easily written outlines for the 
titles of compviies, oOlciaU. etc., and for frequent 
cotloqaiftt phrases, by employing the principle of inter- 
section, or the writing of one stroke consonant through 
another, as in the examples which follow, and from 
which the student maj devise similar phraseograms to 
snit his requirements. Thus \. may lie n^ed for 
jMTly ; \ for bank; I for atleiUion; \ for 

department ; / for Journal ; for company ; 

[ for aulhoritji ; ) for tooiely ; y" for Toilroad ; ^ for 
arrange-d-ment : etc. ; as -^s^^.poUtieal party , .Zl. party, 
gueglion. -^ Bank of New York, j~^_ NoHonaX Batik, 
:X_. my attention haa been called, J!]rk. I aek aitajiiion, 
.j7. wagon department, _^_ shipping dqiartment, 

—Vjt.. Pitman't Jotimdl, jCLt Journal of Comnterce, 
-<^.... ffa^el I* Co.. , .Xc— 2^ ^<»*f Publishing Co.. 
-(C^._ local authoriiy, _-;t^_. medical authorities, 
.rr::^ dramalie society, ..^ Ftnneylvama R.R., 
J^. South Carolina B.Ji., ..:a^ 7 ahaU arrange, 
.'ils^ / have arranged, ^y;>v. please make arrangamenti. 
When the direction of the letters will not allow of 
intersection, the second strolie may be written cloM 
to or under the first; as .'t^TI^ Knox A Co. 
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Exercise 196. 

Write in Shorthand. 
1, 7^ portj leaders are to-meet fo-rQotTow-eTening to~ 

-malie turangements for-the arming election. 
i. The manager (of the) State Bank writes to-Oit 

"Engineering Journal," eaUing attention to-the new 

saviDgB departmeat. 
8. Tht Hem Tort I'ublithing Co., has issued a new 

catalog of-ita works. 

4. Tht medical authorities declare the port absolutely 

tree frotn-lhe plague. 

5. The Baltimore Musioal and Dramatic Societjr givee 

itt Jk»t entertainment {ot the) season io-morrow- 
^vening, 

6. A big Increase it reported in-the traffic returns (ot the) 

Missouri Pacific Railway. 

7. I-u>iU arrange-f A« matter a» I-have arranged it before. 

COHTKACTIOHS. 

.'^.. individual, S> investment, \ interest, "^ in- 
terested, I ^aUnteruting, to disintereated-nete, 
\_ a^iUeahle-ility, „,W_ astoniah-td'^nent, i/v certifi- 
cate ly contingencj/. 

Exercise 197.' 

Write in Shorthand. 
Mr. B. Mason, 

Toronto, Can. 
i>eor-Sir: 

Referring to-t?ie individual who eaSed last-week 
rtajiteting an investment, il-niay inleresi-you to know 
that-we-have discovered, lo-our aitoniahment, that-the-niB,R 
hat since left-(A« country. We-were-lold by a perfectly 
ditinlereated person that-the atranger had had a far 
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from tminteretting career. Se won a high-speed evriifi- . 
eate Khen-he-wu sixteen ]/eart old, and wA«n-Ai( father 
died im> left wiih tuffident funds to-meet any ordioBr^ 
eontingeneg. He lost mu«A money, hotetver, and seems 
(o-Aaiw intended (o-maJce a safe ineMtnMnt (of the) 
temainder, ffVnow *e<-lA0 applicability of-hi* remark 
about tM( Aomn; "alt-f/our eggs tn-ond basket," lAoupA- 
-uw-eoud^-not make^it api^ieabh to-hit business at-the- 
-tirae. TPe-wtU M you faww t/-iK hear onyfAinp-further 
aboutAtm. 

BeapeetfuHy-youre, 

Exercise 198. 

Write in Shorthand. 

Mr. George Hewson, 

Cumberland, Md. 
Dear-Sir: 

TTe-desire to-eoB your-attention lo-the fact Outt-thia- 
i»-lhe-moti appropriate time for placing contracts fof 
odwrtwmento. Knowing that-you-are-interated in-thie- 
-matter, iM-take-tAt-b'&eWji of enclosing a pamphlet 
explaining our latest methods of distributing circulars, 
etc., and-vie-\io^^yon-may-i« inclined to put our methods 
to-the test. We-have a stafF large enough to-meet any 
contingent. 

Yourt-very-tr\ilj. 

Bxercise 199. 

Write in Shorl^nd. 
Mr. James Lee, 

Richmond, Va. 
Dear&]T: 

We-are aetoniehed fo-leam that your eerlifieate hat- 
.not-yel reached you, and-tee-are making inquiry (of the) 
framer. .&a-i« utually a very prompt individual, and- 
-we-can scarcely Ihink-he-hae negleeled our inttrucHont. 
BetpeetfuUy-youTi , 



LESSON 39. 

DISTINGUISHING VOWELS. 
191. lUgnlat and gjsUm&tio practice in the writinf; 
aad reading of shortbaDd characters, with a careful 
foUowing of the rules for the indication of voweU, will 
enable the student to diBpSDBs with vocalization to Oi 
large extent. Nevertheless, be shonld not besitatB to 
insert a vowel where it seems neoessar; for the sake of 
distinction, as, for instance, in each words as .Ci^ lad;/ 
(to distinguish it from load), _!—-->_ enemy (to distinguish 

from namt), L.. extritafe <to distinguish from extraet}. 

An uncommon proper name, too, should always be 
vocalized when written for the first time, though the 
outline may be left unvooalized should the name occur 
again in the same matter. Speaking generally, the 
stenographer should rather err on the aide of over- 
vocalization than run any risk of illegibility by omit- 
ting necesgary vowels. 

Exercise itOO. 



We shonld-neither accept anj theories nor adopt any 
views, however voluble the advocates ot-such-may-be 
except we-are convinced that-they-are authorized, and- 
-have-been tested and attested bj-tbose upon whose 
veracity we-can rely, or unless our-own reason approves 
of-them and-we-have ample proof that-though they-may- 
-bave some defects, their adoption wiU-be valuable to us 
in-the-main, that-we-may employ them to-the benefit of- 
-ourselves and others, and-that- they- will-be readily 
available on occasions of necessity. No matter how 
apposite the arguments may appear which-are adduced 
fo-move us from an opposite opinion, we should-be as 
adamant in the face of any demand upon-the feelings, 
1A6 
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which-om reason does-not sanction. Thus, any altemp^ 
to-tempt us to foolish actions will-onl; end in-tha failure 
(of the) tempt«r. We-have-been endowed with mental 
faculties far-and-away above those with-which-the lower 
aoinials are endued, ta-order that-we-may protect our^ 
selves from-our enemies, and may add to-our happiness. 
It-is a fact, honever, that-such-is-the e^ct ot-persuasioD 
upon some persons of weak will that-tbej become as 
mere wax in-the hands of-those-who-would lure them to- 
•ruin. With-Huch people it-seems only necessary for a 
fluent rogue to advance an alluring prospect of an afflu- 
ent position at-little cost, and-thejr fall at once, without 
a defence, into-the trap set for-them. Is-not-tbis-tbe 
secret of almost every-sncoessful fraud we-have-beard 
or read of in-any-nation ? There-are, alas, too-many- 
■persons who-make-it their vocation or avocation in life 
to dupe others less able than themselves. Tbey-have no 
feelings of honor, or else would-aot prey on-the failings 
of-those around. They despise veracity, and-their greed 
for gold amounts almost to voracity. To obtain posses- 
sion ol-riches they-make light of-everj opposition, and 
are slow to admit themselves beaten. Tbey-are averse 
to honest labor, and-yet they spare no pains to become 
versed in-the cunning arts necessary to-extract money 
from their victims, and to-estricate themselves from. the 
consequences of -their illegal actions. They devise a 
plot, and, under-the semblance of advice, they operate 
on-tho greed and-credulity of ignorant persons, and- 
-having thrown them off their guard, lead them into 
foolish adventures. Truly "A fool aiid-his money are 
easily parted." We should-not attach too-much import- 
ance to a scheme because-it-is introduced with a flourish 
of fair words, nor should-we touch any speculative aSair 
without first subjecting it to an accurate ezaminatioD. 
If-we-coold only examine the annual returns of failures 
and analyze their-causes, we should-flnd that many are 
attributable to an wtter absence of -judgment in-the 
conduct of business, and an over confidence in-the nicetjr 
and honesty of-otbers. 
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COSTIUOTIOBS. 

Ufc demanilralt, /^ remoTutrate, \ miniatry, 
'v onginai-ly, V,.-^ familiar-it]/, 'W^"' prtHmijiary, 

t^- aingutar, "% indiapenadbU-y. 

Exercise 201. 

WHlt in BhoTtlumd. 
1. I-thinhXht nulroad company'a r^reaantalw vat- 
-mucA too familiar, and I-ahaB remonttraU t»iA him 

on-tAe firal opportunity. 
a, It-ii aingular that-tliey ahould chocse such a time Ic 

demonstrate tfieir HTOigth. 
i. It-wai originally hia intentioa fo-joia the miniatry, 

biUhe-vxia obliged to abandon the idea. 

4. Tfie original owaei waa a very aingular tTidividual, 

wfto never indulged in familiarity with anyone. 

5. An indiapeneabk prelimiuaTy tea»-the signiDg (of the) 

renter at-the door (of the) halt. 
ft. jft-tt inditpentoMy neoessaiy thal-yov-ahouldbe- 
•preseot at-lh» meeting to-morrow. 

Exercise 303. 

WriU in Bhort/tand. 
Mr. Blchard Young, 

Milwaakee, Wis. 
Dear-Sii: 

Repljring to-^ur-favor (of the) 1st inal., the original 
(of the) docum«[it to-iehieh-yiru-Tetec may-be-seea here. 
after a preliminary examination of -your credentials. 
77iia-ia an indiepenacdile condition, and-il-i» aingular 
Ihal-you-ahottld-not-iie familiar with-it. The eireumatanee 
vovid appeuF to show thal-yott-are a atranger in-thia 
district. We aftouM.&e-pleased, hotMver, to aee-you when- 
ever you eare lo-eall. 

Fours- truly. 
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LESSON 40. 

SEMTLAR WORDS. 
1S2. There are some words which have outlittet oj 
their own; that is, thef are readilj recognized bjr tbeir 
distinctive forms, which it is difficult to read for an/ 
but the words the; are intended to represent. There is 
nothing to be gained b; writing such words in position 
according to the mles given in the earlj chapters of 
this book, and they may, therefore, be written on the 
line. The following are examples of such words : - 

T-1 imtinett, i-. dUqaaiiJlu, v^ duUnciioa, 
"X—..^ pronoTinee, ,^tS^ mxa&raidy. ^-V forlanaldy. 
158. The followiog list of similar words, distinguished 
b}' a diflerence of ontllne. is selected from the longer 
list ^ven in " Isaac Pitman's Shorthand Instructor: " 

\/\. pelrify.\^ putreffi; "ji pattionatt, V^ patitnt; 
'\/\>puTp<m, [ ^\ propoM, perhapi; N^ appro- 
priatt, \/\ property, "N,^ propriety, \/\/ purport > 

>\^ approprialien, \\^ preparation;"^^ pri^- 

fer, '^^ prefer; '\ provide, ^\. pervade; %- proae- 
eut», \/~ perueute; '\-=' pTOteeut\(m,^-^^~^ peraeculion ; 

\ dttrinunt-al, i determined; V 

X defray, v^ d^er; "7 eovrage, — y earriage; 

^-— n fador, ^ — ^./aetory; V^ foDored, '•■•^ faetfrile ; 
I Haid, r iCeady; p eonnderate, 1 eoneidered; 
1^ impaitimted, .--n^ impatieTit; ""^^ unavoidable, 
^^^ itieeittMe; f learned (rerh), /""'^ learned 
(adjective); ^ regard, /I regret. Pure and poor, 
and derivatives of these worda, are written in the third 
position, and are distinguished thos: .:\-^ pure, 
16S 



deiSfor, i editor, 



\' 



s^y/Z-purelg, \j,<s:S pweneat; .\_. poor, .\^_^ poorly, 

Xi- poomat. ' ' 

■ \j> Exercise 308. 

Write in Shorthand. The distinguished word* atz 
printed in bmall CAPiTALa, 
1. A man of-hit distinctichj in learning- can easily say 

tchelher-the thing vrill putrefy or petrify, 
3. The F1S310NAT1I behavior (of the) misbbablb 
fellow oontrii8t«d strongly wilh-lhe patient bearing 
of-hit companion, 

3. Pebhaps you PBOPOSB to accomplish yow fubposb 

in-aaother-way, 

4. Ws-consider it very appeopriatb lhat-lhe-paoPBB.Ti 

should go to a man o/-such propbibtt. 

6. What-ig-the pubpobt <of the) appropriatioit for 

•tehich-you-are making such careful pbeparation? 
9. If'yoa PBGPBB fo-PBOFPER yonr aerTices free of- 
-charge, I-ahall defbr my-proposal <o-dbfbat 
your expenses. 

7. The presence (of the) ladies imZ^pkotidb an air 

(if-qaietness that-ix aure lo-rBRvxuB-the whole 
conference. 

8. /'feaT-'A« FKOSBCutioH hat become a pebsbcctioh, 

aad-that-lhey pbosscvtb the case now rather to 
PBB9ECUTB the OMFOBTDNATE man than to-secure 
justice. 
' 9. The POORNESS (of the) bread vaa compensated by- 
-the PUBKNEsa (of the) milk. 

10. /.REaARD-fA« BDITOK OS-my DBBTUB foT-the- 

■amount, but J^bbobbt to say he doea-not recognize 

11. The GTEADT cocRAGB (of the) STAID stodent tn 

Stopping the cabblaob won-fAe admiration (of the) 
FACTOR, and-lhe youth «»-now engaged al-the 

FAUrORY. 

13. 1F«-were.PAT0BBD with an ikpassionbd address 
from our fatobite speaker, vho, impatient at 
tehal-he casniDNiED-the teant-of considebatb 
treatment by-the mayor, gave us a rousing discourse 
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18. li-uas iNBTiTABLB, in-lhe uhatoidablb abseoce 
of Mr. Brown, tkal-ytntshould besuhe you*- posi- 
tion and BEASSVHE tht control (of the) factoei. 

li FoBTUMATBLr, Am i»btu(ct at a scholar led him to. 
-fBosoxmcs-lhe words properly, or ?ie-m)tild-hav»- 
Jieen disquaufibd. 

COtrTKACTIONS. 

^i-v indetenbabk, Tr- indiaeriminate, ''~\ ten«i- 

hU-iliti/,\ p«eviiaTity, \/\ perpendicular, \/^ per- 

pttual-l'S, \. proportion-ed, \^ proporlionate-ly, 
_^. eetabHBh^ed-menl. 

Exercise 304. 

WHU in Shorthand. - 

{a) Dear-Sir: The peculiar noveltj about wkieh-you 
inquire ia simplj indeacribablt in a letter, at vie-are 
ptrpelually tn/ofmin^ inquirers. H's-Aave-just talaliliahed 
a branch m Nmo York, where you-ean intpeet-the article 
at any-time. Respectfully -y our », 

(i) DearSii: The indiscriminate attacks whieh-yoa 
have-iten pleased fo-make upon-tke management of-lki» 
ettablithmtnl are (^together out-of proportion lo-lhe 
gravity (of the) mistake vie made, and-iee appeal to-you 
to discontinue t?nm al-once. Respect ftdly-youra, 

(e) Z>eor-Sir: Replying io-your-letter of-yesterday, 
we-lhink your-writing ia too perpendicular, andJhat'you 
do-not observe a dne proportion t'n-fAe-size (of the) tetters. 
Tottr dowmtrokes ore ^-no-means proportionate in 
length to-the horizontals, andyou-are rather indi». 
eriminale in-the^tiee <i/-phraseB. ?^e moat sensible plan 
for a man of-your aensibility uxtuld-ba to-take a course 
o/-private lessons, and-vK-ahall-be-pieaaed to aee-you vrilh 
a view to-thii. We-do-nof propose to establiah a branch 
i»-your town at-present. Yours-reapcotfuUy, 
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'I%e following Itiitra to ie u>ritt«n in Shorthand. 
Exercise 206. 

Messrs. L. Baring <£ Co., 

IndiaTwpotiB, Ind. 
ffenilemtn : 

We-are-deeplj Mnaibie of-yow-kindnesB in giving' 
ttt-the information sat forth in-your-tA-ror (of tbe) 10th 
iml., and-ue-ghall-be-pleBsed fo-reciprocate of any-time 
when-it-may-be in-our power to-do-eo. Tht business is a 
pectiiiar one, and-we-have to be careful not to-take an 
andue proportion oZ-risk bi/ indiecriminate haste. Thank- 
ing you again for-yow conrtesj, we remain, 

YouTg-very-tTaXj, 

Exercise 206. 

Mr. G. B. Heeney. 

Savannah, 0a. 
DearSn: 

We-have-your-\titieT of-yeslerday, and-we-are looking- 
into- (fte- matter. We-are quite unable ai-present (o^s- 
plain-(Ae causo (of the) trouble unth-lhe last consigumentr 
but-uK-will write y»u-again in a day or-two. 

ybura-truly, 
Exercise 207. 
Messrs. Stainer & Co., 

Boston, Mass. 
■ (Jentlemen: 

Ws-are-mueJt^ibMged for-ymir information tiymt-the 
stain, (»7«i-«w-enelose -herewith trial order for Bve gallons- 
of-No. 8, quality, dark. We-shaU-be-ghA if-you-wiXl also. 
a»nd a specimen (of the) work of-No. 5a. 

FouM- truly, 

Exercise 208. 

Mr. H. A. Carey, 

Washington, D.C. 
Ceiw-Bir: 

We-lAkb-pleamre in-enclosing ymi a card herewith, 
mpon presentation of-uihieh at our Mineral Spring 
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Pftvilion, iM-wiU-&«- pleased to-servB you ailh any of-owr 
KTtt&cial mineral waters tn-x^iek-you-may -be particularly 
interetted, a7id-u>iU give you any-informalion ytyu-may 

Our waters are compounded aecording-to-thc standard 
Analysis (of the) various noturai sprlnga, and are 
man^faet1^red only leitA chemically pure salts and 
distilled water, 

TFe-feel Ikat-the fact that our wat*r8 art preacribed, 
hy, and uied in-the families of-wer eighteen hundred 
physicians tn-tAt« state, (AoufiUe a guficient guaranty 
of -their purity and wholesomeness, 

ITiit paTilion imm erected in 1904 at-the request of 
numeroaB physicians, ani-u uted during-th« early 
inoruing hours iy patients wAo-fttiTO-fieeJi tent there 6y- 
■4h»ir physicians to-take mie (of the) various cures, and 
derive, oi-fAd-same-time, the benefit of aiercise in-the 

Toxtn-retpetifuUy, 

Exerclae 309. 

Mr. 0. Singer, 

Nm York, S. T. 
Dear-Qii: 

The Department of Education, Comer Park Avenue 
& seth Street, Borough tff Manhattan (where specifica- 
tions mas-be obtained), invites bids until 8 p.m., 8e^. 
14th, 190S, far furnishing and dditeHng teit-books, 
maps, globes, charts, pictures, etc., for-the Day and- 
-Eveidng Elementary Schools, the Day and-Evening 
High Schools, and-tte-Trainlng-Schools (of the) City of 
JITew ToT/e. 

ffe-MiB-te-pleased to arrange for-the esecutJoa of Bid 
Bond required. 

Tbur*flery-truly, 
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THE GBAMMALOGS AND CONTBACTIONe. 

ArfWiged in i/te order in'uAieh the^ ara giv«n in t^ 

' ..pnettUng -page*. 

Leuqk 1. ^.'„.. ft «r an, ■; the, ..^._ all, » too or two, 
' fif, «, to, _(_'„.. pwe ijr Obi I he, od, i but. 

IjB&aQN 2j ..,'._ awe or oight, * who, „ {up) and, 

/ (up) should, .^„ happy, \ up, ,_i^.. put. _^.. by 
or buy, , \. be, „>yj to be; Lj at, I it, „[ onL . 

Lesson 8. .„L_ had, I do, ...J... diffenmt-«e, 

_Z._ much, / which, /„ each, ._/_ lai^ '.. can, 

— come, .". go *r ago, — give-n, 

Lrsson 4. ,S^._ half, V if, V_ ItaTe. .J_ thank-ed, 

( think, _^., youth, S.... though, V them or they. 

Lesson 5. ^jL.. I or eye, * how, ^'why, ,*|. aye 

(yw)i -Z.^ beyond, «. you, .,', with, e when, 
„,.',.. what, > would, 

Lksson 6. „'_.. saw, ) so or us, .„^. sea w ti»e, 

) was, .._)„ whose or use, .^ shall, :_^_ wish ors^, 
J usuaHy. 

Lesson 7. as or has, o is or his, because, 

_L_ itself, „*,. those, C this, ^./... these- or thuft 
''^ me or my, »— ^ Iwln or- may, .|3, myself, ^-^ him- 
self, --' are, ,^. our ?r honr, o^ ««. 

Lrssob 8. C first ^nioat, ,-^ must infiuenoe, 

■ ^ influenced, •~^ neit, _„._ in or any, - — no or 
know, .,j;^ own. 

Lbsboh 9. ' „2_ as his,i ' o it as, t Ijiis is or 
themselves, _^. ourselves, V Bpeoi»l-lj, .2<^_ speak. 
^ sereral,' ^ yes, «^ bouse. 
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Jjssaoa 10. .^1^ langnage «r owing, n^ thing, 
-^^. young, ' "^ anything, -w-^ nothing, *--»^ oometbing, 
,..,', or, "^ yonr, j::^ jear, --^ New York, 

Lesson 12. .V_ apply, \ able, ..s,^ belief or 
believed, JL «t all, T teU, ^_ till, f deliver-ed-y, 
. ^ call, c_ equal-ly, _JI dollar-s, _! doctor, 

1 dear, ._!_ during. 

Lbbboh 13. ^ for. ..S=.. over, ^ ever-y, jQ_ evil, 

\ other, „f^ more or remark-ed, "^ remarkable-y, 

Lbssok 14, '^ from, ^ Tery,_2»„ however, / their, 

there, or they are, _J) through, — V- therefore, 

_a>^ principle or principal-ly, ^„ liberty, 'S member or 
remember'ed, _!Sy„ number-ed. 

Lesson IS. 1 strength, 1 truth, .J|„ true, / ohair, 
,_^. cheer, „/_. larger, c — care, _^ sure, J plet^■ 
sure, _j?_ surprise, 
Lbssoh 16, ^ , happen, % upon, % been, 
J done, _r_ down, </ general-ly, -,^, often, 
Vj Phonography, V^ phonographer, Vr— phont^raphio, 
._Z... within. 

Lessoit 17. ^ ,. approve, Sj above, ._|._ out of, 
I advantage, _|j_ difficult, J__. difficulty, ^ wnich 
have, c^ one, --a opinion, JtT.. altogether, -^ together. 
Lbbsoh 19. k-^ arohit«ot-ure-aI, ^T^. neglect-ed, 
*% prospect, y object, S subject, "'n eipect-ed, 
^-"^ nneipecteil-ly, y^ respect-ed; oL S' i-ed 
or suepieioos, ^^ inspect-ed'tion. 

I,. iz=<.„Goo>ilc 
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LiBSOK 20. "" , Bignifj-ied-ftc»nt, _^ ugni&cance, 

°^ signiflcation, i?:^ ingigaificant, td^. insigniflonce, 

%— BubBcribe-d, %-= Bubscription, "V- Buperscribe-d, 

°V3 superscription, i knowledge, / ackaowledge. 

LuBON 21, C will or well, .y, while, i 

'^, important-ce, ^-\ improTe-d.raent, Jl!L impossible. 
It, improvamants, o- whether, ^J nnqueetionftble-y, 
«! yeBterday, O JaJioary, V. February, 

""^ November, i~\ December, v^i) United States. 
Lebsdh 22. \Aa perspective, *■•« prospectiTc, 
] productive, % obstruotive, y objective, S sub- 
jective, J destructiTe, .As, respective, i, irrespective, 
■'\^^ retrospective, --"^ respectively, l-= defective, 

eiecutive. 

Lkbboh 28. ^ abstraction, '^ obstruction, j sub- 
jection, ^ objection, J destruction, L conatriiction, 
^ ' uniform-ity-ly, ^ ' unanimity-ous, 

Lbbson 24. /\^ Bevd. or revenue, /~" regular, 
"V_ irregular, ^i public-sh-ed, N. publication, 
^N. republic, /^V republican, /\^ repugnant-ca, 
/\ represented, /^ representation, /\, representa- 
tive, /"^ responsible-ity, A, irresponsible-iCy. 

Lessoh 3«. ~_ quite, _ could, ..T!L God, -- good, 
T... according, accordingto m* oart, e- cared, .^l_guard, 

c- gireat, called, e. cold, or equalled, s- gold, 

cannot, •» account, _if_ gentlsmaD, </ gentlemen, 

"^ happened, J^.. particular, "N opportunity, „C__ child, 
v^ instant, (Inst.), ^ not, ^.^ nature, ..^-t. nataral-lr, 



Lb8«»'ST. V'baild-iBf Of tbk to, rbU*rtiH.a. 
..L. Witdv *!■ foffdrdar ti»d^ I did, J did ntfV 
.._'!...' had nQtor do uott_^'*(Wr, V^ll ill, _L.. thought,' 
_i_ thitt,' <-„ Jathoul. 'i . third,"' ..!;r_ sent. ■■«' ..send, 
a^ somewhat, ...-^. short, .^„ might ffr met, ,- meet-in^. . 

Lbssoh 38. S spirit, r secret, ^ may not or araountj. 
„T.., handi «.' under, ..C. light,' r let, .3... art, 
.J^_ y*rd, "^ irord, i^ wkit, V jet, ..^.. WMt, </♦ wonH 
orwent, o'''^- wondatful-ly 

Lissoii SB. 7!f[^ cammeraial, ^.sJ' fliikiici»l, ) eepe- 

cial-Iy, L^ essential-ly, ^^iT. inflneatial, ?^:C^. un- 

iufluenti*!. % substantial -Ij, ^J^ ,iinBubBtantiaMy, 

3 oontroversy.Bial, i circumstance, C_^ circuiBatantial, 

y/ ^^« immediate ^-W" immediately, *^ prejndiee-cial. 

Lrssom so. "^ paasenger, L dan^r, L dangeroQs, 

\ stranger, 7 mBSsenger, J ■~^-*-^ man- 

nsotipt,'' 3->. transcribe, 3—, .transcript, i—. tran- 
scription, 1 transfer, i^ trangtesa, 3-2 trangres- 
sion, 3-:> traosmlssion, ^ understand, ^ understood, 
V-^ September, -j^— whenever,- v. whatever, - 

Lbssoh 81, N bettef than,- .^^^ latber tbM, 
-f''^ iMfaer or. writer, NA... perf^rm-ed, \/\t^ per- 
former, \/\n perform s-ance, /V, reform-ed, 
/\j^^ reformer, /^~-~, reformation, ''^ inform -ed, 
^'Vf-^ informer, ., _^:£. information, _A^.. thankful, 
,W. thanksgiTing. 

Lxs^N 83, *\/ profldenfrcy-Ij-, W dificient-ey-ly, 
^.^ elBcient-cy-ty. "^V.-^'lnefficient^yJy, ^~^ suAelant-- 
-cy-ly, ~~^^-^ insoScnnt-^-ly, Tf^ - ofascrvation, 
'V' preserratiaa, S' irfcomJEtcnt, ^ inoonqiitiMicy, 

V* inconsidarate ^ selflsh-tiass, ^ unaelfish-neH.- 
y^^ inoorporatwd. 



■i3nktnuajoo» Miti aatrvtuiffrlbm.'' TTl 
-LwstwM. 'A^ neTBT, >*C n^erthetoee, -^ not- 
irtthsWndinj. 'T' enlarge, -S** enhirg^r^s^ ptobable- 
-VjAif;''\-l. praotice-'d'-al-Iy,' .-^'^-U^ ■ pcS(StioslAe, 
^ friendship, '"^ imperfeoUon, k' ' saUstaotion, 
P" satiBfactory, >^ atinfttjajCantoij.'.. . ^ 
IilBttW!;-, 88j ' C2Z-' iniBt*a,',',;2[^;, vmteUken, 
l-»— domestic, jLL-LL'tflnctotety' lTJ.l.J..f^ chawcteristic, 

"\^ organizatlori,' H^ eatingiiish-edj, F^ distingnifell-' 
-eJ, 'C- «iUnqiiiBb-«d, ~\. covenant, ^!. goten/- 
ed-ifiant, ^.__ m^net-ic-ism, ^^-_ msglkzitie. " ' ' 

Lhsoh 36. ZII\! captain'; \ oapabla, ^"""^N [n-, 
oapal^,'' ■ j^. ' appointment, ' i^ diBappaintm^t^ 

U attainment or atonement, , . U, entertain mept, 
lo contentment, \,^ iiidignant-al^<)n, ,^.^^~ resignat)oni; 
J^ antagoniat-ie-ism,, °~"' Ina^be-d, ..?r?- inacriptipn^ 

I instructive, "TJ InstructloD, il^ eumple, 
^'^''*^ unexampled, 

Lebboh S7. J^ diacharge-d, J displaasure, 

J^ ; dissimilaj, ' — \ eipendit^ie, S eipensive,. 

T,^ bxtraordinary, ^T, extravagant-ce, '^^^ man* 
factnre-d, "^^ — manufaeinrer, "7 intdligent, 

/ intelligence,, / Intelllgibla, J advertise-d-ment. 

Lesson 88, Jl^r.. Individaal, »* investmeot, 

1 inter^, ^f interested, I uninteresting, 

\^ dorinterested-neHH, '^^ applicable- ititj, .^^ aston- 

ieh-ed-ment, oA ecrtificatle, ly contingency. 

LasBOM 89. Urn demouBtrate, X^ remonBtiate, 
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T mlnistrr, "i original-ly, V.-^ famillar-ity, 
'S/'' ' prelimlnatr, *.^— Bingnl»r, "^ indispengable-lf, 

Lbbson *). "-X indescribable, ^1— indlBoriminato, 
'"^ senrfble-lty, \^ peculiar-ttj, ^^^ porpendicular, 
\^ perpetual-l^, ^^ proportioD-«d, \, proper. 
tlonate-ljr, ..^_ B»Cabligh-ed-ment. 

CONTRACTIONS FOR NAMES OF STATES 
AND TERRITORIES. 

QfMaKv ndotXcd bv lft< [7nfec<I Scotei Axt Qfle* I>«piirtDMn(. 



Al*..^:^::: 
Alaakar^ 

Aril. „T>4^ 
Ailc !!!^::^^ 

c.z.."::r) 

Colo. .!ird.. 

Dei.-I;::r::r.. ■ 

D.C. .<j- — or . 
Hawaii s!^ 

Idaho _!k:. 

111. Q.. 
Ind. rX 
Iowa .S:^.. 
Kan8._r^ 
Ky. ...._ 
La. ..^.. 



Md. J^" 

Mass. -^-or 

Mich. .qx. 

Minn.J!i_J... 
Miss. ,:3>^- 
Mo.„^ 

Nebr. 



~-^ 



NaT. 



■^V 




Oregon ...irra 
Pa..i«2^^« 

P.B.Ns/1/-" 
B. 1.-^2. 
S.C. ..^^^^p::-. 

S. Dak. 

Tenn, 

Tex.. 

Tutuila 1 

(Samoa) "'?='■ 

Vt. _ri^, 

Va. J!^._ 
Wash~<!rf_ 



V 






W. Va. ,liS..S,_ 



PRINCIPAIi CTTIKa. 

PIFTY PBINCIPAL CITIES ARRANGED 
ACCOEDINa- TO POPULATION. 
New York -^-^.. 



Chicago (111.) .Mzrr. 
Philadelphia (Pa.) ^^"ipv" 
St. Lonla (Mo.) J^., 
Boston (Mass.) ._^ 
Baltimore (Ud.) .NtCl. 
Cleveland (Ohio) ^bm^.^. . 
Buffalo (N.T.) ->;-^ 
San FranciBoo (CaL ) .■^^.. 
CincinnaU (Ohio) ..!:ft:1_ 
Pittsburg (Pa.) \^- 
Sew Orleans (I.a.)_,-e.. .Ty? 
Detroit (Mich.) _!|_ 
Milwaukee (Wis.) ,:r,-Cd 
■Washington (D.C.)_^. 
Newark (N.J.) :=;\^ 
Jersey City (N.J.) -J— -f- 
IjouiBvUle(K7.)-'^- 

Minneapolis (Minn.)_ _.X,. 

Providence (E.1.)..!::^. 
Indianapolis (Ind.) .^—T^. 
Kansas City (Mo.) .TiT^'.^ 
St. Panl (Minn.) .!:NcT!!. 
Rochester (N.Y.) _-t2., 
DenTer (Colo.) „.,Lct^ 



Toledo (Ohio) ...bl_ 
Allegheny (Pa.) .i^„ 
Columbns (Ohio) _IS_ 
Worcester (Mass.) ..^.. 
Syracuse (N.Y.) .,;/<=?: 
New HaTen (Conn.) .:rV_ 
Paterson (N.J.) _::^ 
Pall River fMass.) ^^-J^ 
St. Joseph (Mo.) H^ 
Omaha (Neb.) .ZL 
Lob Angeles (Cal.) .C..^- 
Memphls (Tenn.) C^ 
Scranton (Pa.) .°^„ 
Lowell (Mass.) ../?!-., 
Albany (N.Y.) .OS:;. 
Cambridge (Mass.) i^:^ 
Portland (Ore.) ^«C 
Atlanta (Qa.) _.td 
Grand Rapids (Mich.).;!?::;^ 
Dayton (Ohio) --J-- 
Eichmond (Va.) .^. 
Nashville (Tenn,) .!^ 
Seattle (Wash.) Jl_ 
Hartford (Conn.) .V. 
Heading (Pa.) ./::1_^ 
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aye (y«B) ... 



able to ..S.:_ ' 
ttboW.V-- ' ■ 
aqponUng .^„, 
according to ,.° 

ndyan^ge ...t... 
after ,]^... 

(fill „.*„. 
all ...!... 
amount -o 

approve ^ 
art ^. ■ ■ 

aw:-^ ■ 

88 has ..?;.. 
as his ..?... 
as is ° 
atX" 
at all .„[... 
away _c^. 



Be..V. 
' because 

beert..^. 

bdiBf .;.S^,. 

beljevq..^.. 

belieyad _^; 

beyond 

■ build ...5.... 

buitdiDg ...S..- 

t«jr,#rbuy ..^S., 

C 
Call ,.tr. 

eaiiBot _J3- 
Oftra r- 

oaredi- 

chenr „.^_ 
child ..;"... 
Cbcietian ^.. 
ChriBtlanity Z^. 



Deac_l., 
deliyer JL, 
delivered ...L.. 
delivery ...L.. 
' did....!... 
did not...J„. 
difference ...L 
diSexeot ^ J„. 
diffloiilt _.^.. 
<JoJ,„ , 
dp not „J_ 
doctor „. J.„ 
dollar ^J... 
dollars ..X.. 

down ...J„ 
during ...l^ 



each ..y/l. 



equally <^l^ 



•.oogic 



WPOSXIW I flBtWMMiWi . . 


eqn»Uod c ; . 


half ..S=.. 


in.:rl 


•ver.&^,. ,. 


hand..jr... 


instant .t.ix_ 


every ..^. 


happen .>. 


is ._o_ 


evil .j^...y , . 




is M ..a^ 


eye „."_ 


happy ,N.. 


is his .JX. 


F 


has ...!... 


itj_ 


PifBt.^.. 

(orXi: 


has his _.?„ 
have..^^ 


itself ..^■ 
K 


fcom.. _->>_• 


he..;.L_ 
heaven ..W 


Know ^ 


G.. 


high.i/_..-.. . 


L 


Chinen*.,VL 


him..^. 


Language ..^ 
large../ 


generally ..j/... 


himself ;/>!«. 


gene^tion ^/t_ 


hl8.,^. 


larger „Z_ 




his is ..a.. 


let .^.-: 


IfBntlemen . jf^. 


holy -a:::.. 


liberty ..tS^ 


give _ 


hour .._^.>' 


light ...C^; 


given— , 


house :^ ■: 


Lord .^.. 


glorified s.. 


how ..J,... 


M 


glorify ^ 


however .*^.. 


May.^ 


glory <^ 








,1 


may not ...--s^ 


go~„ i 






gold^ . 
good, 
greite- 
puard .^.. 


if it _v.,_ 


meet ..^.. 
meeting ..^_ 


importance .'^... 
important .^.. 


member .t^ 




improve .--s,,. 


met ..a. 


H 


improved ./r^.. 


might...". 


Hftd ...i... , 


improvement.is^. 


more _^., 


had not ..i_ 


improvements^. 


most .:::^ 
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opinion ^■..j!, 
opportunity _.?v. 
o^._"^.. 

other _X.. 

ourselves -SL. 



OQt of _i_ 



Nation . 


*j. 


Particular.^ 


nature ._ 


«_ 


Phonog«Lphj„\=_ 
pleasure ^A. 








nor "^ 




principal .Sv 


not .^ 




prinoipaUy ^x^- 


number 


V 


principle jy. 




put*.N^ 




d.^.. 






o__L 




Q 

Quite JI_ 



Religion .^... 
religious ._^_ 
remark jJI^ 
remarked ..^.. 
remember .!S... 
remembered .'S^ 

S 
Saviour S* 



SHORTHAND. 

several i_ 

u. 

Shalt _^ 
8liort._i. 
should .../, _ 
significant .^ 
signiflcanoe ."^ 
igniff,^ 
signified .?T!1. 

i_ 

somewhal, .hn. 
speak .S^. 
spocW A„ 
specially .^, 

strength 1 _ 



thank ...(_ 
thanked ,Jl_ 
that-J„ 

the . 

them ..C_ 
themselves ..El 



there .J... 
therefore -- )- 

they _(.„ 
thej are J)._ 

think „.L. 
third „.i„ 
this_jL_ 

though „S 

thought ,.5.._ 
through 

arns^ 
thy_l_ 
thjBelf Ji^ 



to._v„ 
to be ..s^. 

toid_j:_ 

too_j._ 
toward ...1— 
trade _ J_ 
tried _!.. 
true_^_ 
truth JL 
t.wo_»_ 
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upon_bi„ 

uw (noK») ...)_ 
u8e(wA)..^„ 
usual _*i. 



Very_!X. 



Wait J 



weight jv;.. 
wellX- 
went j^ 
what ^._ 

whether .ft^, 
which _Z_ 
which have _iL.. 



whither _,f^ 

wiU_<C 
wish._j^ 

within t. . 
witlioat ...C_ 
won't . (i-r,, 

would _a^ 



year_:i^ 
jea j:£. 
jet ..^^ 

roU„n^ 

young _^__^ 
yonr J!X 
jonth _/„. 
youths „^ 
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LIST OF CONTRApTED WORDS.; 

j^BUfWOKn AXPHABBTICALLY. , 

Th« following list conUina also the Contracted Words 
which »ppe»r in "Istt»o Pitman'i Shortbaad Insttuetoc. 
AbBtracUon^ —-'■''—•■' 

acknowledge-d 7 ^ 
iidmiiii8tr»t« \r^ 



administntrii y-^ 
advertiae-d-meiit J 

agricultufe-aj _.,^ 

altogether _„ 

«ntagODiBl>io-i8ni , 

anything ^_~. 
applicable- ility n — , 
appointment .1^. ' 
arbitration A 
architect-;jre-al "-i 
aristocratioicy ^ 
archbishop 4^ 
assemble-d-y J--^ 
astonish-ed-ment ..t^ 
at^ment U 
Baptize-d-Bt-BiO \^ . 
beneTolsBt-ce ^ — v 
benigSft"'^V>— 
better than ^ 
Cabinetr~\ 
Calvinism "^^ 
capable ~^ 

catholic C 
celestial ^ 



certificate o\ 

character 

characteristic : ."._ 

circumstance J 
oteounHtaDtiBl L^ 

coranwreial 

coii8titution"al-ly <j ' 
constrootion u ■' . 
contentment l-a } . , . 
contingency Ly 
oontPDVersy.sial (I 
covenant ~\, 
i*toss-examine-d ) g-"-* 
cross-eiamination j ' ^. 
Danger t ' . 

dangerous / ■' ■ 

Deeerober *^ 
defective l-^ 
defendant L 
defloiant-oy U^ y 
degeneration i 
democra^J^ V-i — 
demonstrate 1^ 
description b— 
dsBtraction J 
: deebractive i 
dIEBculty .L_.. 
dignig-fled L, 



diMppointmeril J!^ 
discharged h 
disiDter««ted-aes3 Le 
displetunre 1 
dissimilar 0^ 
di still galsh-ed p^ 
doctrine I1 
doraefitic V-e— 
Bgclesiastio-nl ) 

efflcienUcj-ly S ' 

enlarge-d r "^ 
ent«rtainmeht l^ 
enthusiasm -ast-astic A 
episcopalian \ — 
espeeial-ly ] . 
esquire ]_ 
■ essential-ly 2^ 
established; men t s^ 
evaogeiical V^^ 
every thing V.,_, 
dapple !r^ 

eiecutive 

executor — t 

eipect-ed x 
eipenditure ~% 
expensire ~% - 
extemporaneous ~Ts 
extin gnish -ed ■■'~\^ 
extraordinary 11 
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extravasant-aiice \ 
Familiar-ity V,-s 
February >^ 

financial V.w' ■ 

friendship ^ , 
Oeneraliiiation 4 
govern-ed-ment ""^ 
Henceforth ■ if'''"^ 
holiness rf-^ 
Immediate . — ^ 
immediately ■—■^ 
imperfect-ion '"S 
ImpoBsiWe -OL 

impracticable ,\ 

impregnable '^'\_ 
imperturbable '"■^/ 
improbable-bly-Uitf \. 
incapable ^"^"^ 

icoui^derate T- 
ineonsistent ^ 
inconsistency "T 
incorporated ~:f^, 
indefatigable ^ 
indenture -.r^ '■ 
independent-ce i!^. 
indescribable w-v 
indigna^l* „ s^ 
indiscriminate b— ■ ■'■ ■ 

idispenubl^ "^ 
indirtdual ,^, 
inefficient-oy-ly ^\-y 
influence .^.. 
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Inforni-ed *A_ 
Ibform«r ^A,r-^ 
infonnatioB '•^ 

inscribe-d *^ 
inscription J^„ 
indgnificftnoe ""^^ 
insignificant '^:^n 
inEpect-ed-tion "'^ 
Instractlon Ii 
instmcUve I 
InBubordinata-tlon ~~\ 
insafflciBnt-cj-lj ^"^-^ 
intelligence / 
intelligent V 
intelligible 7 
intemperance l~^ 
Inte rested T -f 
inrestment *f 
irregular ^ — 
irrespectiTe 3^ 
January O 
journaliHin J~. 
jurisdiction ^ 
jnrisprudence J. 



knowledge 7 
Llentenanor l) 

lieutenant -eol. /""^ 
Magazine >'^- 



objection S 
abjective ^ 
obscurity >— 
observation N**^ 
otMruatioQ ^ 
olMtruotive it 
organize-d ^^ 
organization ^~« 
original 'V 
orthoUox-y ^ 
FarUament-ary "V^ 
pasBenger ^ 

pecnliar-itf \ 

perform-ed "^y^- 
performs-anoe N/\o 
performer N/V^^ 
perpendioular ^"-/X 
perpetnal-Iy \/^ 
perspective N/^ 
philanthropy-io V/** 
philanthroplot V/^i 
phonograpber V/^ 
phonographic Va— 
plaintifl ^ 
plenipotentiary \^ 

practice-d-cal-Iy "S 

practicable "V. , 
pTejudice^ial "^ 
preliminary ^V*^ 
prerogative *V^" 
Presbjterlaa-ism "No 



WORDS. 18^ 

preservation "V^ 
pcobable-bly-ility \^ 
productive j 
professional V 
proflcieat-cy-ly nX 
proportion-ed \ 
proportionatc-ly \> 
prospect ^. 
prospective ^v 
publio-sh-ed ^v 
publication \^ 
Rather ^.^ 
rather than ^ 




reformer /Ve-^ 
regeneratioa 'Z 
regular^" 
relinquiah-ed -^ 
remarkable-y "^^ 
remonstrate /^ 
repreeent-«d /\ 
representation /^ 
representative /^ 
republic ■'^^v 
repnldican ' ^v 
repngnant-ce /N^ 
lesigoaUon ,^~ 
respect-ed ^^ 
respective .^ 
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ntpectWelj ' :>^ 
responBJ(jle41lLj y^"^ 
nsnrrectiOD ,^ 
retiDspectiTB -'iL 
reveDoe XV. 
reverend /V. 
S«titfution { 
HtistActory ]r 
Klfish-oeBB _^ 

September V-i 
signification .!!!=L. 
altigular ft.^— 
sometbisg «->«> 
stranger ^ 

aubjeetion N 
flubjective ^' 
subscribOMi *v- ' 
Bubsoriptioft -%^ ■ 
subserTionfSf^ 
aubetantial-lj ^f_ 
8ubBtitute-d ^ '' 
eufflcient-cy-lj ^^ 
superscrib-ed %— 
fluperscriptioit^V 
snrprlBe .!^; 
ButpeoUeA-{ 2l 
Buepieloua ( *»* 
TabomaclB l\ 
temperanee W 



rmiAn vmotumAim. 
thankful ^ '' 
thsoksgifiug j»^ 
together ^— 
trauacribe i-^ 
transcript J-< 
transcription ' J-S^ 
transfer A 
transgress i-" 
transgree^on J-3 
ttansroiasion J-d 
trausubstantlation Jl 
tribunal L ■ 
Unanimity « 



stitotionaUy sT 
nnderatand Y 
understood ^ 
unexampled .^^T^ 
nnexpeeted-]y ' ^ 
uniform-itj-lj, ** ' . 
uninflueatlal ^litHX, ■ 
uninteresting T 
unquestiooabJe-ly T ■ ■ 
unsatisfactory T^ .( , . 
nnselflsb-DesB' ^ . 
unsubstantial ^T. 
Whatever S— 
whenever-^—- , ■ ■ . 
wonderful-ly «^ 

Yesterday ^ 
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pu 


P \ 


« 


innpc 


./ F '^ «A.«ft 


bu 


B \ 




, robe 


w V V^ „ saw 


tu 


T I 




. fote 


(rt TH ( „ wroati 


die 


D I 




, &ie 


iA« TH ( „ wreathe 


ch^ 


ch/ 




. rioko 


« S )« ., hi« 


iay 


J / 




, Kike 


«« Z ) ..his 


kay 


K 




, tee* 


isA SH ^ „ vicious 


gay 


G 

M — , 
N ^ 




. tes«oe 


tfmzn J „ vision 
»r R "^ {^) .. ail- 


iig 


NG ^ 




. Si»f 


f»y R ^(«X) .. rBi^ 


yay 


W ,^ 




. >ea 

VOW 


ELS. 


Long. 


i^ 


■ (heavy) 


Short. sfjw (light 


tah 


law 




_ 


IJ 13 I . 


2 J 


X i 




_ 


2/ 21) 2 . _ 


3^ 


3 Si 


3 


. 


3*- 3M 3 ■ - 


mill 


\.*\ 


u 


y,\bi.. 


asinri^.rhs,.r\li^. 




C '.-. f 


u 


..rice. 

DIPHT 


HONGS. 


Sign V A 

Sound i (m 


ei 


e w[ 


03.- >^' ^*^*' 
[.toy. L<(«, 1«*i». 
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1 j jw. 


A kMt. 


..-. 


'S'l »"/i™H 


P 


\ 


pi \ 


pr N 


P« \ 


pf\ 


pt \ 


B 


\ 


bi \ 


br X 


b. \ 


bf\> 


bd V 


T 


1 


ti r 


te 1 


1« J 


tf I 


tt 1 


D 


1 


di f 


dr 1 


dn J 


dll 


dd 1 


OH 


/ 


■mr 


chr 7 


dm y 


cM/ 


cht / 


J 


/ 


n r 


ir / 


i» y 


it/ 


id / 


K 





kl ^ 


kr ^ 


kl -. 


H_. 


kt _ 


G 





Bl - 


gr ^ 


BH ^ 


I!f^ 


Bd _ 


P 


>.. 


11 CL"^ 


fc ^-^ 


In V^ 




K ^ 


V 


v^ 


rf t^ 


vr O 


TH Vj 




vd .. 


TH 


( 


an. n 


«. 


il^K 




m ( 


TH 


( 


alC) 


tbiO 


tlmC 




tbd ( 


8,Z 
8H 
ZH 


J 
J 










St ) zd > 
.bt J 
zhd J 


.Mo£_ 




SI 


— 


ml c^ 


mr ^^ 


nm .-a 




1^:; 


N 


^ 


nl (L- 


nr ^ 


im --^ 




V;.- 


NQ 
L 
R 


r 




ngj-^. 




rf ^ 


IS?d™ 








^ 






r. 1 






W 










Wt o- 


T 








bn ^ \ 




yt iT 


H 


u 






U ^ 
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Ir" additional cost 



Lr-% additional eipense 
:^i^-.^ttnd if you should be 
1/ and the oontrary 
3- as we can 
. ..e._MwehaTB 
.£... as we think 



^u- as soon aa convenient 
.C.....UU 
■ Je_ at any rate 
jt?_ at all erenta 
,^.. at all times 
..i_. at once 
J:r:^, at Boma time 
^rmi.at the same time 

Jr^C alyonrmrly convenience 

^^_ Bank of New York 
N^ before him 

^ before there la 
^^ best class 
*V^ best of my ability 
Vv. best of our ability 



) preceding pages. 

^ ^ best of their ability 

oni best of your ability 

1, Dear Sir 
U^i^deljver immediately 
.1:^ Dramatic Society 

' Tj early eonaideration 
^/^ early reply 
^^ enclose-d herewith 



— 1 facts of the case 

c— ° first class 

'sr^^ for some time 

^ for the first time 

.Ssa -for the sake ot 

V_aifor their sake 

"Y* from first to last 
'^■^'^ from time to time 
^...further consideration 

\ further coneidered 

'~~~f general manager 
v,^ having regard to 

.>f^...Hazell &, Co. 

-^ he is the 
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I Al 

..rr. I ai 

■T-f. 
„■::!•.. I 



m content 
.m directed to state 
n In receipt atjma tavor 
n la receipt of joai 



ISIXC FITIUH BHOKTHAHD. 

'\/' I hope you will not 

-1~\-I BMj be 
!™T;..I know there is 



. lai 



Ic; 



tf I 

3. I 

.V_l 

v 

.VI 



ua reqneaMd to state 
«n sorry 

surprised 

very sorry 
ask attention 

assure yon 
do not or I had not 
do not understand 
did not 

have arranged 

have concluded 

have had 

have received 

have the 

have to inlonn you 

hope yon will 



..^..I regret 
.JL- I say 

..li^ I shall arrange 
_^^.r shall be compelled 

X I shall be pleased 
.-?... I thank you 
...L. I think 
-5- I think the 
Uv I think yon should be 
.:C. IwiU 
.i^.J will be 

■^ ifit 

<.« if it is 

^sjs-s^Jf you should be 

]^3^35 in consequence 

.•rfl. in regard to 

"^C in relation to 

'"K in reply 

— S_ In reply to yout eManned 
**\ tuna 
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^%_iii reply to jour favor 
■""'V in the first place 
■"tXL.Jn this city 
J!?., in which it ia 
...p.. it is uid 
-Jo., it is the 
.Ltv.itmustbe 
-L... it would be 
X^-- Jones Publishing Co. 
3^ Journal of Commerce 
•fc just poasible 
/*■ just received 

.fr:::^zKnoK & co. 

L.._Zilast month 
.....JrXJast time 

C last week 

/"^ less and leae 
,^!^.Aoca.\ authority 
,.':t^_medicftl authorities 
L/' Monday morning 

f:^- more or less 

A^ mv atleotkHi bae been 

i^ National Bank 



..j-«.-.next time 
■w«— next week 
1/ on the contrary 
~J party question 
_^ Pennsylvania S,R. 
..Jl^^t-.Pitman'B Journal 
"^i^~"pl6aBe forward 
-N^- please inform us 
..^ — please let me know 
■^- please let us know 

Sy:.>v,pleaw m&ke amngemeiita 

ji,__ please note 
iU-.. please quote na 
_^_ ..political party 

•5 referrine to yonr (Ivor 

^ referring to yours 
.-dk^respeetfully yours 

ip*^ Mtlafaelorj conclqeloo 

J shall be taken into 
>l consideration 

_i shipping department 

_b„. side by Bide 

J^. South Carolina E.E. 

L« Uke-D Into conelderatEon 

Jq. this is 
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k— this week 

■'^— r to the controrj 
|> Tuesday Rftoraoon 

vj United States 
^■^ nnmiificloiy coDchuion 
^y*-^VBry truly yonis 
.tt. wagon department 
t/-''^'^~*Vwe are in a positior 



"^r-^ Wednesday evening 

.^ZSt.what can be 
J_ what do you 

f when the 
-i — when they 

..'Z!S...what mny be 
...1^ why do you 
.,%^_ why have you 
,.J_ with each 
-^ with much 
sAj with reference to 
«-^ with regard to 
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'V with relation to 
u^ with tespeot tc 
_i_ with the 
-I- with which 
'HLji yesterday attenuxMt 
r." you are not 

--n you can 

_m~^ you may 
j>::<n,you may as v<Hl 
-iKzt^yoa may be 
~-9 you may not 
ncTarSij^you must receira 
..~*^...you should be 
B^ you were not 
_,(_. you will 
.ri^.you will be 
V^yon will comply 
rf* you will not 
>^ Jour esteemed taroT 
^^ your favor 
^^ your reply 
2i(^ yonra tespectfoUr 
V^ yours truly 
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BUSINESS COKRESPONDENCE. 

(1) 
llessrs. EingBle7 <£ Sons, 
Toledo, Ohio. 

We-are-nmch-obligei for-j/ow-iettei (of the) Uth, 
wiih-nterence-to-fht new machine tehieh-vjt-have-iaSt 
placed on-th« market, We-ar«-pleaaed lo know thai- 
■^oil-are to thoroughlj utie&ed ailh-it, and-we tboitld-tMl 
still-further obliged if-yffa wouW kindly permit «» t<^ 
•reproduce your-letter in-tJie new Bdrertising booklet lee- 
•ar«-prepBriug to issue in-ihe-eatlj autumn. We-have 
already received permission to incorporate letters from- 
-m&Dj of-ovr cHents, ond-UM confldentl; anticipate y&ur 
kind sanction to add yoari. 

Regarding your note at-to-the despatch of-your last- 
-order, w have made inquiries and-Qnd that-iht gpeeial 
parts you-mention were undoubtedly packed in-the largest 
(of the) three casea tent to-you on-the 11th intt. TTe- 
-Aow-wo- doubt that further inquiry at-yow end wiU 
confirm fA»-Htat«ment. 

TTitA-regard-fo your order No. S40, iw-hope ta-l* in a 
position to despatch iht whole (of the) pulleys on or 
before-(A« 28th intt. 

Four*-tm]y, 

[188 

0.) 
HessTB. Brake & 9waQ, 
Cumberland, Ind. 
QentUmea : 

We-Aam-your-Iavot (of the) 20th inttani, together with- 
-check for $76.50, for-whteh please accept our best-thanks. 
Formal receipt is-enclosed-herewith along-tn'M advice- 
-note (of the) good* tehxeh'have gone forward to-day. and- 
-wAiVA-tM-truat you-wilt-&nii aatufaetory it. 
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Our reprettntative visits your district twice a year, and- 
•will tm-future eall-upon you, advising you BOme-tims tn- 
-advance. Any orders loilh-whielv-you-may favor u» through- 
•&M»tMU-i8 executed on joumef terms, namelj, six-moDthB*- 
-aecowU less 6^ discount. 

Yow»-reapeetfuliy, 

[100 

(8.) 
Mr. Paul DootsoD, 

St. Lonia, Mo. 
Dear-Bit : 

With further-reference io-our conversation with y<m 
on-lhe 6th inal., we-have reconsidered the question of-your 
contract, and-itie cery-mutfA regret thal-tet-do-noiste our. 
-way fo-renew it on-lhe conditions o^-present tn-force. 
Out calculations show that-we-have lost coneiderablj hy- 
4ht agreement, «o-fA()f-u'«-<u*e-obliged fo-terminate-^A« 
same. You-will, therefore, please-take formal notice that 
under-ike.teriDa named in Clause 5 (of the) contract we- 
.ghall discontinue the supply of coal lo-you, a/-/Ae-pricea 
charged under-the contract tn qnestion, on March 2S 
next, on whioh date the said contract wUl expire. 

We-ehaU-be ver^-pleased /o-discnss-ihe question o/ a new 
contract vdth you on revised tei-ms and conditions, and-if- 
-you-iBiU make-{an)-appoin/>n«7if, our Mr. Bamet vriH-ht' 
-glad fo-eaU-upon you. 

Beapeeifully-yauTt, 

rise 

Tht Ellison Bicycle Store, 

Blmira, iV. T. 
Dear-Sirs: 

Wa-Aofw-your-favor of July 81, enclosing advices 
of accessorie!) despatched in compliance v)ith ow 
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instraotions, and-iM-are-mach<itilige6. for-ymtr prompt- 
•Attentfon. Wi^reTerencB-to your remarks aboat-<A« 
numfi«r of inquiries y^u-reoeiTS direct from thit district, 
the matter i§ easilj eipUined. Thert-i» a belief largelj 
prevalent that by dealiag with headquarters direct bnjers 
«avB teo or fifteen per-cent. W<-prapow shortly to issue 
a circular-letter to-remove ihia wrong idea, ond-uv-trust 
yon-wiU afterwards cease {o-6e troubled with-lhtM 
inquiries. 

We-have-had (wo-(or)-three complaints regarding-/ A« 
finish (of the) last consignment of " Climbers." Perliapa 
you-irtU look into-(tbe)-matter, and ate if-lhere-it-any 
ground foT-the complaiDts? 

We-enclose-herewith a further batch of-orders for4h« 
So. 4 " Star Cycles," and-we-Aali-be-g\t& if-you-viiO- 
-arrange to-deliver these striotlj on time, at they-are 
nrgenUy waoted. 

Bemeetfii^Mours, 

[170 

(6.) 

Ur. William Harrison 

Chicago, hl 

DearSxr: 

ffe-Aoiie-yiwr-faTor (of the) SOth imtimt, endoaing- 
-oheck valne $870.15, in settlement^of) -account, and for. 
.^hich-vK-lhanb-yoit. We-are-aorry that-i/ou do-not ct>a- 
aiier lot 643 good value, bvl-we-teel sure we-eould-nol- 
-AaM*got il o^-fAc^prioe if-it-had-7uit-befa f An (-f ^.majority 
(of the) bnjera were oTerstocked. Similar lota wnl off 
easily at higher-rates. ITe-feel tun, however, that <m-the 
whole we-have eieonted your commission to-yow eatitfae- 
tion, and-that-yon-viU entrust m with similar commissions 
t» the future. 

Betpeetff^-yovn. 

ri« 
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(«■) 

Jfr, Benben (JluMr, 
Indionftpolis, Ind, 

We-^tv-CArelnll7-coiuddered <A« qneation raised (jr- 
-our ifr. JohnBon, namely, that-we Mhouid gmit you a 
divcount ■>/ 16^ on ow aecowU, ond'tw-regret fo tMj 
Ihai-ae-do-not al-pneeat tee ow-w»y fo-offor j/o« mors. 
-thaD-fA« Q^ j/ou uoir receive. Ws-nMiy, Atfuwuer, add 
lAo/ tAotiM Mtr aeeount with yow rearoh-(A« sum 0/ |2,S00 
a year tM-«AciU-6«-pleAsed to inciease-lAe duconnt allowed 
yon to 7^ ; wM'b, i/Jhe-acoHml ehtndd reach $C,000 a 
y«ar, (m ehowlA then be-aliU-lo raiee fA« digconiit fo lOf. 
ITe uouM remind you <AaJ your« m a Bix-monOa'-aeeotmt, 
ond-we-tTiinh-i/ou-uill-tgm l/mt-tMa-it huig-oredit. 
Beipeelf'ully-i/ottrt, 

[198 

(7.) 

iff. Peter Bennett, 

Cleveland, Ohio. 
DtarSlr : 

Inferring to-ovr oonTewation here on4h» 17th tntt.. 
IM (houid^-glad if-you vrould kindly aign-lhe encloBed 
formal agreemeiit embodying-fA* torma already verbally 
agreed to. A.M yov-are aware, im require you fo-take 
ttp-the datjes (of the) t^poitUment on-the Ist of Joly, 
viitTviul fail, o»d-uw-hope fo-hear thtU-you-viill-be prepared 
U>-do-M. Please supply uf immediately with a list of-yottr 
requirements in (the) way 0/ stationery, etc. , to-ihal-w»- 
•may get f A«as in-hand and-have everything ready for-lht 
1st of July. 

Fbura-troly, 

[IM 
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(8.) 
Mr, Bdward Lowther, 

Toledo, Ohio.. 
DearSiz: 

Four-letter <j^-MaTch 30 oame dnlf to lumd, Mtd- 
-ve-thank-!/ou sinoerel; for-yoar auggeatiou, wMeh ihall 
receive our moit oaraful conaideration. Tov-mttj/ depend 
upon-H that-iM-ihaU-not forget you thovM Ihere^ anf/- 
thing in-yoitr line in-tht future. It-U a ourious fact that- 
•m freqnentlf receive suggeationa for-tht-Bama thing from 
two or more correspondents af-^Ae-Mme-time. It'it-to 
iVfAit-CAM. A fortnight ago a correspondent offet«d lu 
a scheme praeliaUls the same as yow-own, and A«- 
-M to-sabmit full details in-fA«-course of a few-doTS. 
Whethtr iM-sAoU-do anything vith-il or not, wt-eannot 
at'pnaeat aaj. Wi-ieiil write-you agaia in a week or to. 
roura-trulv, 

[186 



»■> 

Jfr. S. Wilwn, 

Omaha, Nebr. 
IHar^Sit: 

We-lhank-you for-yow.ta,\or (of the).10th mttant. If- 
-appears to ut, however, Ihal-it-wovld-bB mueh-mora lo- 
■y0ur advantage to obtain your supplies nearer home, at 
yoar orders wrmid-not, inoU-probability, hi large enough 
to warrant the eipenae of expreseage. fTB-encIoBe- 
•herewith a Hat o/-dealerB who buy in bulk/rom ««, who 
stock praetieaUy alUour leading lines, and uAo-uvuU 
very-likelf ofler-you terms that would Buit you. 



BttpeotfvJiy-yotirt, 
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(10.) 
Hewn. HiU S Blears, 

Liverpool, EDgland. 
Gentlemen ; 

We-ihiutk-yoii /or-your-]etter (of the) 13th inat., and 
foT-lhe prouptneBB leilh-uihieh-gou acceded lo-otir reqaeet 
to act as our r^>re>entativee on-lhe Liverpool market. 
We-aKi^^ to-the-teime named tn-your-letter, imd-have 
■Jmtdy, OS advised by cable, made you a coDsignmeut □/ 
500 bales. The cost price oa shown on enclosed iVo- 
'fonna Invoice amounlM to (8.70, artd-iee-tmal that 
your market teill impiwe o'-least a few points before- 
-the consi^meat arrives, ftr-daT's quotations being very 
discouraging. We-have-iTetirn on-lhe Baak-o/-LiveFpool, 
09 authorised by-you, for ?fy% of Invoice, viz., £3,QS0. 
Bill of Lading otrui Cetiifieale of Insurance art attached 
fo-draft. We-ihall-be-giad if-you-wiU remit further 
proceeds by cable Iranefer. Copies of cablegrams 
enclosed. 

FourMrulv, 

[14S 

ai.) 

Jfr. R. Goodman, 

Hillsboro, N. H. 
Ptar-Sir ; 

Wt-l/ianJt-yoti fof-youra (ot the) 36th intt., with order 
Ifo. T6fl, tchieh-hat-been mailed to-d&y. TTu information 
you-give wilh-regind-lo E. H. t< more favorable than the 
report furnished ua by Black's Agency. Please look into- 
-Ihe case vtry carefully and make some further inquiries 
(U io-his reliability, and advise iM if-you think it-wotdd- 
■be safe fo-grant the credit desired. We-ehaH-nol forward 
lAe goode until uie-have^our further-letter. 

roura-tmly, 

[91 
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(18.) 
Mr. W. Davis, 

Chicago, lU. 
Deor-Sir : 

Eefernng-fo-jKiur-faTor (of the) 10th inai., uv-rsgrret 
Ihat-the alternfttlTS you offer vmvid-not snit (ntr purpose 
aUall, whiU-lke price you quote for a special lot u much 
beyond tehat tee-have previously paid. Such a figure 
urould compel vs to name a price for our work tshich- 
teould-give vt no hope of obtaining any (of the) large 
contracts for-tchieh-uie deeire to compete. If-you^eamnot 
revise your- terms iM-mu»t look elsewhere for our 
requitenientB. 

Yowa^etpectfUUy, 

[98 

as.) 

MeBgrs. Tamer (6 Smith, 
Rone, Jf. r. ' 

Yours (of the) 13th t)t4<. lo hand this morning. In- 
-face (of the) increased rates now ruling in-almost every 
branch (of the) trade, wie-t,aaare-you it-is-quiie-impo»aiiie 
fo-quote former prices to-our customers, onfj-vn raising 
our quotations we-have-only followed-fAe exampta of-every 
other manufaetiirer. We-are willing, Aoioever, to-xaake a 
sacrifice ao-a*-lo enable-you to compete favorably for-Ihe 
contracts referred to »»-yowr-]etter. Wt-shall, therefore, 
let you have-lhe tperdal line a« per sample enclosed teith 
oar-letttr {of the) 10th inat., at-the reduced rat« of 
25 cents per lb., in-nof-less-than five-ton lots. Please 
wire uj on receipt o/-ttM-lett8r iZ-you-agree, at prices 
are likely to-go up f uriiher in a day or-lwo. 
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(It) 

Messrs. King & Pearce, 

Albany, N. Y. 
Dear Bira : 

We ihovld-t«A extremely-obliged for-your opinion 
regarding-iAe genaral stondiDg, reliability, and soWenof 
(ot the) person named on-lhe accolDpaDjiog slip. 7%ia- 
•gentUman hat-bten a cnstomer nf-ow» for-yean, and- 
-until recently Aim always met Am eogagenients punc- 
tually. Lately, however, tM-flnd if exceedinglj di^UuU 
to obtaiD a settlement of-our account anth him. We-thatl, 
(■/-course, regard your informalion at absolutely confi- 
dential, and-we-ekalt-ie-gUd to-ietvin-the service, ahotdd 
occasion arise. Thanking you in-adrance, 

Ti^art-reipeelfiiUj/, 

[85 

(IS.) 
Messrs. Schuster ttCo., \ 

2feui-York,2f.T. 
Qenllemtn ; 

Aa I-have freqnBntly 'o-roake large purchases of 
dye-stufEs in Germany, and am consequently imdeT-th« 
necessity of remitting considerable sums to-ihal country, 
/ thmild like fo-flnd n more advantageous method of 
doing-90 thaD-<A« purchase of- drafts from-tny local 
banker, who charges what /-consider an unduly high 
commission for-lhe service. WiU-yov, pleasein/ornt-me 
if-you would-be disposed to effect such remittances al-lhe 
prevailiDg market rates ? /-tmll-forwaTd my check on- 
-my local bank when instructing you to-remit, and-I-aat-- 
confident that any-inqulcy you-ma^-make here will proT« 
to-you the perfect safety f>/-such transactions with me. 
Trastjng fo-receive on early-reply, 

Yowt-retpettfvUy, 

[181 
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The Qential-ManagtT, 
Son- Blind-Co, -Ijtd., 
Brooklfn, N. Y. 

Zkar-Sir: 

TTe-are-obligod for-yowr check in-part payment of- 
.our aeeoxmt up lo June 31 last, ond-we return-Me 
statement herewith, duly reoeipted. W» also beg to- 
-enclose-herewith copies (ol the) invoices whieh-yov havt 
stmck out, and-ve-thall feel obliged if-you-mll hindly 
forward remittance for~1ht balance a(-j/our-eaflieBt- 
-convenience, so'that-wt-may clear our books. We-regret 
thal-we-eanTU)l allow the contra deductions you have 
made. TAe»e evidently concern ow City Branch, and-aa 
tlieir-aceouats are qtaie distinct from ottri j/our invoice 
ahofdd-be-t»at to-tktm direct. 

'F<M»re-truly, 

ON OBSERVATION. 
(Fr<m " TAt Biuinttt Z4fe." bg W. &cardil«.) 

Ona (of the) moat indispetuaite faculties «n-6aitneBs 
it-lhat of Obiiervation, It-^ indispensi^U in every 
occupation. Without-it, a man gota through life con- 
tending against great odds. Be-U always blundering 
into difflcultiea, always up to-the chin in a tea o/-troubleB. 
always losing valuable Aour< and days o/-^M.life, and 
wBSting money in pursnite iaMeh-migkt he avoided by-ihe 
exercise of-lhU inestimable faculty. 

There-are so-many men teho go through life with eyes 
and ears open, yet, bo to tpeak, neither seeing nor hearing 
anything, Theg knock their heads against a pillar or a 
brick- wall for-vanl-of necessaiy obgervalion lo teach 
fhem where to-expeet lo-tnd a pillar or a brick-wall; 
and even leilh-lhe unpleasant experience lehieh such 
contact entails tftey-take such little advantage sfOhtervation 
that-then blunder Into-fAe-same dbatruetion the next-A&j. 
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An old taa captain wAo-tnu aaked if-he knair where-f A« 
rocks were tn a certain harbor, showed Am keen sense of 
Obatrvalion te/ten-he replied, "^o, sir, but I know where 
they uxCt." 

Slit whilst Observation teBches tit what to avoid, it 
also prompts u» l^tht aehieyeraent of -great things. 
Oenius, Talent, InventlreiieBs, Knoaledge, Experience, 
are syDon^mous with Obeervation. 

Consider-fV lives (of the) great-men of-lhit or any 
other age, and-it-teill invariably &e-tound that-l/ieir 
greatness arose from-thexr possession (of Che) facnlty of 
Observation; lehieh led them to conceive some great 
invention or make some grand discovery, ovting losomo 
simple dreumsianee tehieh had impressed itaelf on-their 
minds, whilst other men teould-have left it unnoticed. 
Sir Isaac Newton taui an apple fall to the ground, (m 
multitudes have-eeea apples fall ; but-ihe fact impressed 
itself on-AM-mind, and led him to evolve I7it law of- 
-gravitation mlJi-il* ceaseless influence over (the) world 
oF-matter. Watt made hie first successful steam-engine 
through watching the steam issue from a kettle ; and-one 
(of the) greatest improvemmtt in4he-6ttly steam-engine 
tnu discovered by a lazy, but obsarrant boy, who-wa set 
to pull a string to actuate a lever, atui-found-(A« work 
fnu just as-well accomplished fiy tying th» string to 
another lever, so-that he-vrai left free lo-go oO and-plnj 
marbles. TTiete and similar exainplee, whieh-might b* 
indefinitely multiplied, are illustrations of-thai Obaerva- 
tion which nmuUly distmgniehet successful people. 

Obeervalion is ntuaJly and most appropriately associated 
with sesing, We ^eak of a clever-man at one "with oIU 
-his eyes abont-Atm," or " who gate abont-fA«-wor]d mith- 
-his eyes open," on^-uK-Aotw-heard it remarked of a 
man that "hs keeps his eyes peeled." Buf it-wanti 
something-more-lhan mere seeing to-be observant ; th« 
vision muit-be mental asteeU-ai physical. The divine 
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proverb sajs, " The wise man's eyes are in-hit bead," 
and-vie-knote what that means. 3Aer0-ar<-maD; men teho 
act oe-tKougK-their eyes were tn-<A«tr-feet, or their elbovs; 
or auywhere, in fact, but Tihen-ihey ought-to-be. A 
RoBBJaii provefb gays, "Se goa through-the forest and 
eeet no flrewood." The mind tmut-Me ae-teell-ae-ihe tye; 
tmd-ihe wise-man employs not hit Tision alone, btit all-hii 
powers, eo-aa-to-makf-the most of-hi»-liIe. A tool can 
behold on object/ but4hat-i» all. 2^ act does-nof make 
him wiser or better. Be-ia a tool; and continues foolish 
amongst Bcenes that ought fo-lift him to a nobler manhood. 

/( may-be urged that-the faculty of Obeervation ie 9 
natural gift, and eo no-doubt it-ia ; but if-it-ie^not bora 
in a man, or tf-it-be small and weak in-Mm, it can be 
cultivated as other weak powers are cultivated, It-hae- 
-been well Bald that-lhe habit of sharp discriminating 
Obeervation may-be eatabliehed by perseverance, at other 
good habits become permanent. Thousands o/-men go 
throvgh-the-voili without learning, or even trying to- 
-leam, how some-men socceed, and tehy others fail. Theg 
ascribe Success to "Luck," and FaUure to unavoidable 
" misfortune." Othert, a little wiser, set it down fa-lack of 
education; but-thia alone t8>no^fA«-cause, for there-are- 
-many-instsnces o/-men ( of the) mott meagre education 
who-have risen lo high pceitions orui-even world-wide 
fame. Lord Bacon said: "Studies t«ach not t?teir-own 
use ; bui-there-ia a wisdom »ithi>ut-them, and above Ihtm 
won Sp obtervalion." 

/n.fA«- workshops of io-day we-wan( t/oung-jnen teho-ieiU 
ask themeelvee why the wheeli go round, why one wheel gota 
faster or slower tban-another, why one tmy o/-doing a thing 
ia helter-4han another, and ahy the act o/.doiDg one thing 
brings about a certain result; ^Mtnj^-men, tn-fact, who-ean 
always «« that-there-are e.lwt,y%moTewayaof-Aa\Tigatlang, 
and eon decide whieK-way it best; also reflecting that if 
another-uoy eould-ie discovei-sd il-tnight be better stilL 
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We often hsot it discussed what teohDical sohools 
onght to teooh. The anewei m simple. Ltt them teooh 
BesoarcetulneBS and Oburvation and hote to sttAin lh*»e 
accomplishmen ts. 

Whtn ytnmg-men step mil Into-iA^-world to shift for- 
-themaehxs, the value of ObKrvaiion booq makes *f«ef/ 
felt ; ond-ouly (Aom real!)' succeed teho Imote how to 
observe th» tendencies of acts ; who-ean read and Tolue 
eharaeter properly ; teho discern the signs (of the) 
times ; leho-are egual ^o-emergencies ; who-cart husbaod 
resources ; and who know hov> lo-do-ihe right thing at-the 
right time and-in-the right place. 27uee qaallties only 
eome of cultivating the faculty of Obaenation. Smart 
men are only men of keen Ohaervation, viho-can take tn a 
sitnatlon ai a glance, and act quickly on-lhe impulse (of 
the) moment. 

ON OPPORTUNITY. 
(From " 2%e Sunneaa Life," by W, Gambu). 

" (^tportunity i» a great thing," eo-tJu old saying goes. 
True, but-tlie ability <o-gragp opportnnitiee i*« o/-greater 
importance, Opportvniiiet come lo-mosl of ta — we-may- 
-say. Indeed, to all of tie — fruf-some people never eee an 
opportnnitr/, while others tee but ignore it. Some think 
they can put it aside <o-take advantage of-it at a more 
favorable time, like-fA^t dog who hides hie bone and, 
also like-'As dog, either forgetting *'/ or finding that 
another ha» nm o& with-it. 

ZVmany people an opportunity eome* a» such a solid 
and tangible thing fhal4hey knock their heads against 
it, or fall over-il, yet they only thrust or kick it aside with 
perhaps a curse at it. Others profess to-be always looking 
for an opportunity, yet ]amenting-/Ae fact that-lhey never 
find it, and it never eomet to-lhem. Some are foolish 
enough lo-believe ihat-they can buy opportunitiee, and 
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fltttad vn-tAe'inarket-plAce jingling their-iaonoy i 
-pocket until a aharp-witted rogae saet hit lyiportvmly 
ond-tkkes^. 

ITtere-ia yet onother-claaa uAo-Aow aptitude enough tn 
ate an opportunity, but who onlj take hold of-ii and cany 
it lo d KtUf-way houtB, when-they begin 'o-find it-it too 
heay J for-them. Thty feel thirsty and-aant a drink and 
a rest ; they leave their opportunity outside, to to-»peak, 
and go in for a chat with some idle neighbor. 

So, then, we-eome down to-lh« class — a very, twry-small 
one — wAo-oTB qnick <o-perceive opporttmiliee and make- 
-the-moel-of-them. Thete-are-the men who-an-the stapla 
(of the) raoe; men viho^re no dreamers, but understand 
what they-hoK to-do and do it thoroughly; men who 
study the aga th&y live in, and-more especially the people 
their tueeett dependa vpon, skilfully adapting lhem»elmi 
to (the) world's greatest needs. They-are-iht tnen who-are 
proud to say that-they got nothing but tehat they toiled 
hard for. TAsif^ success tra&-not attained hy lu2k. 
Opportunities came to-them as they come to all-mea; but- 
'Ihey-had to-be reaped and garnered in by honest toil. 
And-thete-are-l?ie men whom shallow'pated loafers at 
Street corners look on teith envy and suggest t?uit "i(^«i« 
somebody's name made him"; or it-vtae-onlj becau»e-7te 
"happened to-be there at-the-ima'" ; or "it'Wa* eo then, 
but-thoee good old times are gone now." Men said 
similar things of-eaeh-other in-lhe days of Solombn, and- 
-they-vrill go on uttering such inanities /or atl-time. . . 

Yet no man has ever found a short cut /o.Suoeess any 
permaneut good to-him. , There-is a broad and straight 
highway that leads fo-success in life; and-tho»gh many 
think-they can get on to-it some-uxi!/ up 6y-means-o/ a 
short cat or a bye-path, tJiey generally And in-th^ end 
that-lhty-have lo fall tn-line tmfh-the procession, and 
mttsl-be content to-go with4/u tail of-it. As a rule, the 
man, be he good or bad, who starts off with-the determina- 
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tion lo-bs rich eax\j i'm life i»-th» ont motMikely /»4« 
disappointed. 

Cause (and) effect •le vhat a nwn Aa« to-study if-A^ 
•would-be Buooeufnl. ICen ahotdd^ taught to observo 
«alttre and life and fa-ntUlze and eleTate vjhal iheg m». 
Happy insplntiooa may oome; bul-thaj/ need labor to- 
•^ve them-iha proper effect. Tb-auoceed in-any enterprise 
needs gnat elrenglh of-eharaettr and- in domitable in- 
dnetry. Wise-men muti wabih, alter, or adapt tlieir 
conduct aeeording-to circumstances. 

ii-tf aUtitry-vitll to adTocate the virtue of Consistcno;, 
hut «f-won*t do in-BnsinesB ; iUit^ather a sign of weak. 
ness to stick to a routine just for (the) eake-of being 
consistenL Sy aO-means Itl-ut-have oonsisteut honesty 
ond-Industry ; hut never consistent obstinacy. No firm 
«an flourish long on-ihe reputation of-itt antecedents ; 
the changing wishes amj-wants o/-cuHtomers have fo-ts 
met, ond-Bven anticipated. 

27ie philosophy of-life is to-maice-the best of things a»- 
4hey happen, taking the good toilh-lhe bad, accepting 
misfortune *mth complacency, learning lesson s from 
dieappointment, and bearing humiliation wiiA-dignily. 
The man tuho-cim meet hie troubles bravely vili jnakt-the- 
■moat out-of hit opportunitiea. It-it-not all who-ean 
undergo and snrviye-fAe scant fere and hard-work 
necessary (o-success. It-ii hard fo-flght ont't way up 
and make a fortune out-of nothing by-vmy (of) a 
beginning ; but-ihat-is (the) way the biggest fortunes have- 
-heen made. It-i»-lhe discipline and hard experience Hal 
successful men have-had to undergo vhieh givea-them Iht 
discrimination and tact necessary to decide tehen to- 
-grasp a great opportwtity ; the faculty of knowing Aow 
to-do-tht right thing at-the right time. 
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APPENDIX. 

ADVANCED SPEED PRACTICE. 

1. The student who desires to utilize his knovledge 
of Shorthand chiefly in the wtitJng ot busloeBS letters 
or oommeTcial matter of various kinds has been amply 
catered for in the preceding pagee, and if he 1ib& 
carefully followed the directions and f^thfully worked 
through the exeroisee provided, he will now, doubtless, 
And himself fairly well equipped tor the ordinary work 
of Shorthand Amanuensis or Business Correspondent. 
The following remarks are intended principally for those 
students who desire to acquire a higher rate of speed in 
writing than is necessary, as a general rule, for ordinary 
bnsiness purposes. 

3. Though it Is assumed that the student has by this 
time acquired the ability to write at a fair rate of speed, 
tt may not be out of place to remind him that he should 
beep a constant and careful check upon the size and 
style of the outlines he employs; that he should resist 
the slightest tendency to "ecr&wl"; and that he should 
scrupulously avoid combinationB, whether outlines of 
single words or of phrases, that in any way check the 
hand or in the least degree affect the legibility of the 
not«s. It does not, of course, follow from this that the 
same size or style of outlines shcnld or can be recom- 
mended to all writers. In this matter a good deal must 
be left to the individual characteristics of the writer. 
At the same time, regard must be paid to the experience 
of the fastest writers during the last seventy years; 
and this experience goes to prove tliat the use of abnor- 
mally large outlines does not make for speed. Every 
possible eflort, therefore, should be made by the student 
Ui reproduce shorthand outlines which do not exceed the 
size of those given in this book. 
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8. It is a foot that, as a rale, hesitaoc; in the writing 
of shorthand is not merely or so mnch a matter of 
slowness of the hand aa of a lack of quickness in tha 
mind ; that is to say, after a reasoDable amount of 
practice the student is able to write qnickly enough any 
word with the oatUne of which he is familiar, or the 
rul«B goTeming which he knows thoroughly well. It is 
when he has to thirth of tha outline that he is lost. The 
conclnsions are, of course, obvious : he should first of all 
have a perfect mastery of the rales of the system, so aa 
to be able to apply tbem instantly ; he should, by regular 
reading practice, familiarize himself with the eborthand 
outlines for the majority of common words ; and h« 
should supplement this by persistent exeroise in writing 
from dit^tfon. There is a practically nnlimited supply 
of very suitable reading matter in shorthand chaiaoters, 
and it is only necessary here to refer the student to the 
lists at the end of the present book. 

4. It should be remembered, too, that there is quite as 
much individuality in shorthand writing as in ordinary 
longhand ; from which the itndent will see how desiiv 
able it is that he should be thoroughly familiar with hia 
own style of shorthand notes, and should accustom him- 
self to their pecnliarities, in order that he may have no 
difDoulty with tha deciphering of his notes, even when 
they have been written at a high speed. 

6. As regards the acquisition of a higher rate of speed, 
of course the best plan is to practise from actual dicta- 
tion and on varied matter. Where, however, it is not 
possible to obtain dictation practice, very considerable . 
progress can be made by practising writing between the 
lines of a widely spaced book. Increased speed, it will 
be found, comes almost insensibly as the writer enlarges 
his knowledge of outlines and becomes perfectly familiar 
with the commonly recarring words and phrases to be 
met with in general literature. It is quite possible for ft 
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writer to cultivKte a speed of 190 words a minate, vaiag 
Che method just referred to. Anj word which occasions 
difficulty to the writer should be looked up, tbe cortect 
outline found, and the word written out a number of 
times until perfect facility in writing it is secured. 

8, The student should not he disconraged if at the 
beginning he finds himself unable to take a verbatim 
note of a speaker. The ability to do this depends not 
merely npou fast Hborthaod writing, but upon the power 
to concentrate attention upon the subject matter of the 
discourse as it is deliTered, and to overcome the nervous- 
oess with which most young writers are troubled at the 
outset of their reporting practice. The note-taker must 
necessarily be some words behind the speaker, and until 
he becomes accustomed to this he is apt to become 
flurried when the speaker increases the pace, and so to 
make notes which are in parts sJmost illegible. This 
trouble, however, will disappear after a time, and the 
writer will goon acquire the calmness, self-possession, 
and confidence necessary t^i the successful note-taker. 

7. It can scarcely be neoeesary in these days to 
impress upon the shorthand writer the importance of 
using a pen for note-taking. Whether from the point of 
view of ease of writing or of legibility, the pen is 
nndouht«dlj and immeasurably superior to the pencil. 
Most professional reporters nse fountain pens ; but tor 
ordinary office purposes a medium pointed steel pen and 
the usual quality of ink will be found to answer very well. 

8. As regards the paper used for note-taking, this 
should not be too hfghly-glazed. A floe, smooth surface, 
over which the pen glides easily, is the best. The "Pono" 
Series Elastic Bound Note-Books that open flat on the 
desk are in very general use, and can be recommended. 
The following advice as to turning over the leaves of the 
note-book has been proved to he eicellent in every 
way: — "While writing on the npper half of the Imt, 
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introdnce the aaooDd finger of tli« left hand between it 
and the next leaf, keeping the leaf which is being written 
on steady by the first finger and thumb. While writiiig 
on the lower half of the page shift the leaf by degrees 
till it is about half-way up the book; when it is eon- 
Tenient, lift np the first finger and thnmb, and the leaf 
will tnm over almost by itself. This is the best plan when 
writing on a desk or table. When writing on the knee, the 
first finger should be introduced instead of the second, and 
the leaf be shiftod np only about two inches. The finger 
should be introduced at the first paose the speaker makes, 
or at any other coQTenient opportunity that presents 
itself." Some shorthand writers prefer to take hold of 
the bottom left-hand corner of the leaf with the finger 
and thumb, slightly crease the paper, and on reaching 
the bottom line lift the page and turn it over. In any 
case, only one side of the not«-book should be used until 
the end of the book Is reached, whan it shonid be turned 
^ over and the remaining blank pages used as described. 

9. It is sometimes necessary for the shorthand writer to 
indicate a mishearing, a reference or quotation, etc., in 
order that he may be guided when making his transcrip- 
tion. The various marks employed in this connection are 
here described: — 

HiSHGABiHoa, BTO.— When a word has not been heard 
distinctly, and the shorthand writer is uncertain whether 
he has written the right one or not, a circle should be 
drawn round the character, or a cross ( x ) placed nnder 
it. When the note-taker has foiled to hear a word, the 
omission should be indicated by a caret ("'^"') placed under 
the ,line. Should a portion of a sentence be so lost, the 
same sign . should be employed, and a space left blank 
corresponding to the amount omitted. Or the longhand 
letters « 4 {not htardi may be written. 
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Ekbobs. — In cases where a reporter has failed to secnra 
a correct note of a sentence, this may be indicated bj 
an inclined oval, thus Q (nought or tuilhing). When it 
is noticed that th» speaker has fallen into an error, the 
mark X Bbould be made on the left-hand marfin of the 
note-book, 

Repbrbkce HiKKS. — When verbatim notes of a speech 
are taken, but only a condensed report is required, a 
perpendicniar stroke should be made in the left-hand 
margin of the note-book to indicate an important sentence 
or passage which it is desirable to incorporate in the 
eummarj. The end of a speech or the completion of a 
portion of a discourse ma; be indicated b; two strokes, 
thns // When the reporter suspends note-taking, but 
the epeaker proceeds, the longhand letters i( t (fiontintud 
apeaking) maj be written. 

QnoTATiOHS, BTO. — Quotations from well-known sources, 
such as the Bible or Sbakspere, familiar to the reporter, 
need not be written full; if time presses. It will sulBce 
to write the commencing and concluding words with quo- 
tation marks and a long dash between, thns, "The quality 

of mercy Mownt jutliee." A long dash ma; be 

used to denote the repetition of certain words bj a speaker 
instead of writing them each time, as !n the familiar pass- 
age, "Wluitaoever Ihingt are trua, hoTiai,— 

jwi," etc 

BXAHiHATioH' OP WiTBKSBKa. — In reporting the ex- 
amination of witnesses in questions and answers, the 
name of each witness should be written in longhand. 
The name of the examiner may be written in shorthand 
before the first question. If the judge, or other person, 
intervenes with questions during the examination, his 
name mnst be written before the first question; it 
wed not be repeated, but care must be taken to write 
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the name o( the origlul ez&mJDer when he resumes his 
queBtionB. VariouB methodB may be emplo;fed for divid- 
ing questions from answers, and the answer from the 
succeeding question, but, wbateTer plan is employed, it 
should be one which is absolutely disiiuctive. When a 
document is put in, write document between large paren- 

theses, thus f I ,j When a document is put in and 

read, writ* (^ l_/1 ) 

Applause, Dissiht, rro. — The following words, de- 
scriptive of the approbation or dissent of an sudiance, 
shoold be enclosed by the reporter within large paren- 
theses: — .^ hear, *\ ^ hear, hear, -^ tmj, • • no, 

no, '-^ temation, ,ssl applaam, / chair, _Z_ cheers, 
/'\^^ laughter, \y^ iiproar, J hisaes. The adjec- 
tive, or adjectives, descriptive of the kind of applause 
must be written after the first word. For example, what 
would be described as loud and eonlinued qj^lavae would be 

written .!^£^.t_^ In reporting, for the note'taker would 

not know that the applause was continued till it had lasted 
tor some time. 

10, InsermonreportingthaBookor Epistle, theChapter, 
and the Terse in quotations from the Bible may be indi- 
cated as follows; — Place the figure for the Book or Epistle 
in the first position; for the Chapter in the second 
position; and for the Verse in the third position, thus, 

.~„ t.iL_^_ By this method, the book, chapter, and 
verse may be written in any order by means of flguras 
only, without danger of ambiguity. 
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The foUoviing litis of eommonly reeurrinff taw pkraiet 
will be found useful to tertlera who have to dtoi teith 
legal mailer. 



.._.Jb>^ctual damage 
i>--^ af&davit and order 

' ' ' articles of agreement 
' b as to the matters 
(^ — ^ as to these matters 
h. — ^ as to those matters 
^i~ Bankraptcf Court 

\\^«ton him 

N-,^_^before me 
^^-yiy, being duly sworn 
^-\_ beneficial estate 
^-W beneficial interest 

.\dCbiU of sale 

<V. J biedch al promlw at 
^V^ maiTiagB 

..J^.— .by this action 
.^TL., by this court 
"^..^ oiled (ot the detendjint 
X- called ror tbe plaintiff 

"^''A-^called In ii ami bshalf 



H - . J ^** Cenlrnl Criminal Court 
fr/V,^clrcamtlanIlal arldence 

°\c- Circuit Court 
..^- City Court 
^ oommon jury 
Y common law 
"^ \ County Clerk 
l_ County Court 
J^ County Treasurer 

L^ conn»el for the defense 
L cohskI for tbs defendant 
— S eonnnl loi the plaintiff 
^'^V^ comuel for the priaonflr 



"^N/^ Court of Appeals 
'^ Court of Bankruptcy 

M—^-o Court of Claims 
"^ Court of Equity 

•( Conrt at General Sesalon* 

J Court of Justice 
c-''~ Conrt of Becord 
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•^ Court oC Spedil SaaLon* 
*~^ crtmiiuajiiiiwnri««« 
•• ^ e roaa examination 
k deed of wttlement 
K deed of trust 
li defendant's tertimonj 
"1 direct eyidence 
l.^.,^irect enunination 
J District Attorney 
J District CoQtt 
U-a do yon mean to say 
1^ documentar]' evidence 
°~y Ecclesiastical Conrt 
^^^^employer's liability 
*~T^1 equity of redemptio 
^ Federal Court 
>Ctf=r- fee simple 

^] fiduciary capacity 

S;^.. final decree 
V, (or defendant 
V for plainliiT 



^^ for this action 

^ for this court 

/ general term 
if, gentlemen of the jary 
f goods and chattels 

~Va_^gOTemment Mcnrltlea 

T^ grand jury 

^^ gross receipts 

if'^— s^Habeaa Corpus 

"Vp bd™, eiBcutore, admlalB- 
tk^ trawii and ud^ns 

y^ taXon or Mtiso* 

^ — i_*_ir Yonr Honor pleaM 

^"t in this action 

. in this conrt 
j/\Jn witness whereof 
TT— interlocutory decree 
„^ international law 
J joint stock 
J joint stock company 
4. judicial sale 
/ judgment for plaintiff 
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J^ justice of the p 

^^ Jalwt will ud t£Stui 



tlesnwd coniael for tho 



^' 



' le&tned judge 

/rM* legal estate 

/vZ^ letteiB ot (tdinlDlibatloa 

/^ letters patent 

rC letters tutaiaeiitaT? 
.;!T!SfJif e estate 
^-/n. malice prepense 

,~i manslttHghter 
,.V^'narine inaoranoe 
•t! uu; It plose the court 
'^ nu; Itplease Tom Honor 



'^ motion to dismiss 
■""^-^ motion granted 



-^ 



mot^n denied 
s^ Municipal Court 
,.jnj learned friend 
-^next of kin 



~V\ notary publio 
_/ objection EOBtainsd 
y objected to bj plaintiff 

^ objected to brdetaiduit 

*'~— V offered in eTidenoe 
io^offlcial iwwiver 
(l-, of this action 
b-^ of this agreement 
C- of tiiis court 



L" 
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'^ originating summons 
\^ party of the first part 

\aa party of the lecond put 

^ Patent ofBce 
\_p peculiar dicudntiiicatol 
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^--v^ penal ofEense 
^^ persontd eat&te 
^ petit jury 
V^ plaintiB's case 
S — plaintiff's coanwl 
L^^ plaintiS's testimony 
\^ plaiatiirs witnesseE 
\/*" Police Court 
N/t^^power of attorney 

^ pndiminuy [dJdhcUod 
"^s-"^/ prisoner at the bar 
^^^-^qnit claim 
-•^ real estate 
J^^rabutting testimony 
y re-cross e lamination 
■^ reversionary interest 
.-t^ right of way 
\ special Jury 
\ special lioeneo 
9 state whether or not 
ir^X\isQmmary proceedings 
\^ Superior Oourt 



^ — r- Supreme Court 
o"''^ Surrogate Court 
•-''*' sworn and examined 
\-f tax deed 
{, that this action 
4- that this court 
i-.^ tenlmoDr of the detendant 
J-«.- tertlnionj ot the plaintiff 
^ trust funds 

Y J, niflef the clrcnniBUuicea of 

■^ Terilct for ttie defendBnt 
"^T^ verdict for tie pUinlia 

J^ verdict for the jury 

'^ Ward of the Court 
'M/'~^warrant of attorney 

\. what is your business 
O^ where do you reside 
C''\^»^re l8 your p]»ce of 

da wiJl and testament 
^ without prejudice 
/^ wrongful possession 
^ yea, sir 
J_, yonr Honor 
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(1.) 
Mr, Edwftrd Richmond, 

St. Louia, Mo. 
Dear-Sir: 

Jh-replj-io-your-lettflr of Dec. 33, nqnesting t»/or- 
mation in-regard-io-iAs atatua (oi the) ease 0/ Clara Kyle 
ve. Joseph Kyle, i-beg-fo-inform-you thai, pending-'Ae 
trial for separation, an order of arrest Aos-bfen issued, 
ond-ifte defendant placed m custody under $500 bail. 
Application for a writ of habeas-corpua Aa«-Aeen-inade 
lo Justice Scott. 

Seapectfally, 

[78 
(2.) 
Mr. Matthew Jennings, 

Albany, N. T. 
DearMi : 

Some-time-ojo I addreased a letter io-your-place of 
buainess regntding a bill of (640, whieh-is due the Elite 
Printing-Conipaoy. My collector informs me thai your 
ofBce at 240 Main Street has-been closed for over a month. 
Jn-order-(Aa(-^ow akail-nol-he-able^to-clnim that-yov did- 
-not receive due and seasonable notice, I-ha/ae instructed 
thal-this be served on-yov personally. I-»hall wait three- 
-days before taking legal-proceedings to enforce pnyment. 
FiMH-B-truly, 

i;»8 

(3.) 
Mr. Geo. H. Day, 

40 Wall Street, 

New York City. 
Pear^ir: 

An aeeount against you for personal serrioea ren- 
dered, amounting to $460, has-been placed in-my hand* 
for collection by Mr. James Fraser. Unless payment 
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of-ih%s-ace<yrml it made hy Thnrsday, Jannuj 8, T-ahaU- 
-sue. Aa4ht result o/-«uch a snit movid-bt an award of 
costs against you, besides-t&« anumiU (of the) bill, /-tnut 
you-wtH-Me-iAa adTisabilitj o/ aettUng b«fore-(Ae date 
mentioned. 



[84 
(4) 
Jtfr. Clarence F. Walker, 

KtUburg, Pa. 
Dtar-^iTt 

5aw- just-received j/our eeri^fieaie of inoorporation 
from-the Secretary-of-State. / hasten to transmit it to- 
•you, regretting thai, owing io-iht fact that-tha objects r^f- 
■your association conflict tometekal tntK-ihe insurance 
law, and also b«eattse-the justices (of the) Soprerae-Court 
art very buay af-present, /-ica«-uDable to obtain it Booner. 
Ae^t-it, papers -had lo-be re-drafted three-times, once 
owing to-the careless signatures (of the) incorporators, 
and twice on-ateottnl (of the) reasons stated abovt. 

Toa-mll receive a eeri^fieate of incorporation m> {ei 
■few-dajB. 

Fary-tmlT-youra, 

[106 
(S.) 
Mr. Bobert Jones, 

Minneapolis, Minn. 
Dear-SiT-. 

Ws'beg-to-infonn-you Ihat-vx-an owners of United- 
'Slatet letters patent No. 645,433, dated Dec. 6, 1900, 
and granted upon-the invention of Arthar Wells for 
Improvement in Bicjcle Pedals. Prior lo-the purchase 
of-ihii patent, tee-kad-ike question of-ili validity passed 
upon, and-on-lhe favorable report mode to us vx pur- 
chased the patnnt. Other attome;rB besides thote-aho 
acted fin- im havt examined the patent and-ae-are-in- 
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■posaeaBlon of-th&ir faroroble reports or of copies of- 
■Ihan. Sinoe-iM acqaired-fAe title (o( the) patent, vm- 
-havt-tukta steps fo-protect our exdndvs right at-to- 
•the ioTention, and are-note proseoating suits against 

At yoti doubtless jbxitc, or tnill-bt advised by your 
counsel, eTerrone who manufaelttret, «««• or sells bicycle 
pedals embodjing-'As inrentioa (of the) Wells patent i» 
on iDfringCT and-i* accountable to tu for-hia profits a»- 
■wtn-ai for our damages ^-reason of loss of-trade. 

Recently iUhat-betn brought lo-our attention ihai-you- 
-are dealing in bicycle pedals uihieh infringe upon Ihit 
patent. We desire to give you this formal notice of-our 
rights t'n-j^premtses, and to caution you to cesse at- 
-once from further infringement upon-the Wells patent. 
Tour failure to cease from infringement will o/-conrse 
make y»u liable to ut for future damages at\d profits, as- 
.«#H-<M for-thoae-whieh-have already accrued from-your 
infringement. 

TouTS-very-icuij , 

[3S4 

Mr. 3. L. Gibbons, 

Uilwaakee, Wis. 
Dsor-Sir: 

Jir, Clarke informed me that-tlie jury rendered judg- 
ment in our case on-Thursday last. Now, if-tkt-amouni 
(at the) judgment i»-not paid, you^will kindly tend ma a 
transcript (of the) judgment, and-I-etm collect the same 

Permit me to congratulate you upott-ffu good work 
uAteA led io-the successful termination of-this-caae. 

Awaiting yow-reply ond-thanking you for past 
farors, /-remain, 

Fery-truly-yows, 
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Mr. Heui7 MotrU, 
Fittsboi^, Fa. 

Beceived Mit-daj a Botfoe o/ appearaace t'n-your- 
-CMe against Jfr. Bell. £e appeara on behalf of Messra. 
Candler ti Jaj, o/ 48 Broadwaj, vho-are-coueidereA 
firit-TBie specialists in defending slander and libel suits. 
The appearance in-tA« Milton enit t« due no^later-than 
Monday next, and-I-toill-be~abl«-lo-Ml-you iy-/Ao(-time 
u?u)-hiM attorneys mil-be in-tJit suit. Aa-the-oasea now 
stand I-wiU-ham to employ further-labor and time in-lhit- 
•matt«r, ojwtin-view of-thia and-iha fact that-j/ou-art-in a 
st«ad; position now, J-request Ihat-ymi-iEake some pay- 
ineot towardB-<A« balance o/-fny fee, amonnting lo $40, 
some-time naci-week, Tburt-tnily, [181 

(a.) 

Mr. Ealph Nelson, 

Philadelphia, Pa. 
Sear-Sin 

7-(»»-M»-receipt-o/-y(»t«"-letter dated Deo, 10. Thi 
partnership suit it proceeding wry-slowlj ouiittg lo a 
dispute between Wilson and Tates. 

J-i»».«an7 to note what you say about your marriage. 
If retained, I-vnIX protect your interests the best I-ean 
tn-ffte-matter. From4h» facta statad, I'believt4hat-you- 
-eould sne for annulment (of the) marriage on-lhe theory 
of traad. 

If.yow wife f&ouU tne, Iht court is llbaly to alkm 
Blimany and counsel fee. 7c>ur<-tnily, [M 

<9.) 

Secretary-o/-atate, 

Capitol Albany, N. Y. 
Dear-Sill 

Enclosed-pleose-flnd original and copy of.e«riifieaU 
of incorporation (of the) American Antomobile.Company, 
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I-have by4hta mail aenl-thg StMe TrsMOier tha Bum «/ 
$S0, bang-l/ie statutoij tax on-the capital stock ^f 
$60,000. Eludlf file Ihe origituU and please ^o-ieturn-fftc 
copy lo'ttie wilh your umal endorsements at-to-tht 
fall requirements (of the) Uw, »o-lhai I-tnc^ file (A« 
some in-the Coaatf-Clerk's Office. I aleo enclose my 
check for $25 /or Sling and recording certified copy. 

Your»-v«ry-itai3, [98 

(10.) 

Lawrence Coal-Companf, 
Coal Yards, North RiTcr, 
New York. 
OtTUUmen : 

Mr. Martin Reeves &a« placed &t> claim for an 
injury to hie carriage caused by-your truck No. 84 on-f A« 
SSth day of-May, 1907, <d Chatham Square, Ntw-Tork 
City, t'n-my hands /or proftMgional attention. 

I personally rode in-the carriage tcith Mr. Reevm 
v>hen-th« damage waa-done^ ond-fAcre-M^o-question that 
your driver teas in fault and-ikat^yovi-are liable. 

A prompt settlement will save you time, trouble, ond- 
■ihe eipenso of a law-suit. Fleose-U-nM hear from-yov 
al-onoe, 

rours-truly, [103 

Mr, Fred W. Lawienoe, 

49 Broadway, Brooklyn, N. T. 
BearSir: 

The examination (of the) directors, (of the) Long 
Island Electric-Company i» set for to-morrow, Wednes- 
day, May 6, 1907, at-t?ie office of Charles A. Townsend, 
tn Long Island City, 

I-expeet thal'it'tcill-ie-uecaBa&rj for-me lo-refer to-tht 
books (of the) corporation, andJitKt-s^nt to Mr. B. 
Bartram's oflce for-lhem. I-am-informed by Mr. Doild 
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thai-the books ore af-your office, and-thtrefore reqneat 
you (o kindly lei Iht bearer havt-lhtm (o-produoe on 
beh&lf of Mr. B. Bartnuo al-the eiamiuatioii. 
Thanking yot* in-adTSince, /-am 

YouTt-reiptetflii^, [111 

as.) 

Mr. Artbnr D. Pindar. 

Holland House, Boston, Hub. 
Dear^ir: 

ify^client, Mr. John Edward Gates, ha* placed a 
draft for twenty ponnda, on the London Joint-Stock- 
-Bank Limited, and retorasd bt/-lhem K. G., I'n-fny hands 
for profeMional attention. WJun my rtprtieniaiive 
oafled al-yoar office ht-was toid Ihal-you-vere Duf-o/-town. 

Unless you call here on or before Thanda; next and 
pay (Ae SAme J-ieill-have (o-take further steps in-lh^ 
-matter and see to-il that-you-are found. Your prompt- 
-atteation will save you time, trouble ami expense. 
Please-iB(-m« hear from-you al.once. 

Foiw-s-tralj, [100 

(18.) 
Mr. William Sanders, 

488 Conrt Street, Brooklyn, N. T. 
D«ar-%a: 

A claim ha» lhi».Aa,j been placed in-my handa sgalnat 
yow amounting to-lhe-aam of fifty dollars, icAtcA-sum it 
due Biy-client, Mr. Eobinson, trnd-unlaas / receive check 
foT-tkt above amount, al-my office, above address, on or 
hatoie-lht ISth instant, /-(AaU.&e-compelled to imnttdiatdy 
institute legal-proceedings against yot* for-tht recovery 
o/said amount and costs. 
Tmsting youtrill-tdke.the wiser conrse of paying thit 
, thereby avoiding the trouble and expense 



o/nnnecessary litigatioi 
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Hwsn, Arnold Hnot & Co., 
Chicago, 111. 

Word has reached me tiiat your client or an agent 
of-your client in-tha above action ka* approached Iht 
plaintiff teith a view towards-fA« settlement (of the) 

/ merelr teith to notify you Ihat ony-turther attempt 
lo settle (the) matter tn-my absence wiU-be sfleotuAll]' 
frustrated iy-me, a» anch conduct is, to m^-lhe least, 
uncalled for, inasmnch at I-have-been and thall al-all- 
-times be willing to entertain any proposition of settle- 
ment made in good faith. If-you desire to-do-ao, kindly 
commnnioate mt\ me. 

Pours-oery-truly, 

[loe 

(16.) 
Messrs. B. & J. Rollins, 

San-Francisco, Cal. 
OaUhmvn : 

I write you on behalf o/-mj/-clients, The ProgressiTe 
Cjcle <md Automobile Supply-Company, who-were 
threatened with suit for damages for injuries sustained 
fty-reasou o/-certain bicycle forks not braced. 

Jlf^-clienta claim that said forks wera supplied ^-you, 
cmd desire that / obtain ^om-you in writing a statement 
to-the effect that-you-aiiil hold them harmless from any 
kind and-all damages which they-mmz-he ealUd-upon to 
pay Ay-reason (of the) defective bicycle forks heretofore 
supplied by-yon. 

Iminediately upon receipt of-aaid agreement, Ihey-wiU 
tend you cheek in full settlement of-their-aeeount. Please- 
■iel-me be&t from-you. 

Yoitra-very-tToij, 
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(le.) 

Mr. L. 8. WUbod, 

Oakland, Cal. 
Dear-Sir : 

J- am •«»- receipt -o/-yotM-.faTor of Jnno 7 in-n^rd- 
-to-lht-c»ee 0/ Mannings vs. Williama being set dovm for 
triftl for Jane 23 iaetrnd-of June 30, 1907. I vnnUd-be 
greatly 6b\igtd4o-yoit \f-it eould-be tent down for trial /or 
any oth«r-AAj than June 39th, bteaute on4hat-day iUis- 
-in^oaaibU for-m» lo-ba in Court, owing to-the tact that 
I'have turn other matters whieh-an set down for~the-e&me 
da J in Special-Term (of the) Supreme- Court, King's 
County, 

I therefore enclose you herewith a stipnlation setting 
Ihe case over to any oiher-dtj in June afCer-the 25th, Fou- 
•maj/ fll in4he date and return iMe copy (of the) 
ftipulatioD. 

Thanking you t»-advance, J-am 

F««-«.trul7, [143 

07.) 
Mr. B. C. Price, 

Ridgway, Pa. 
Dear-Sh : 

Referring to-the within claim /nmt Jfr. Johnson 
relative to damage to chest, it-vould appear that baggage 
master Geotge Simpson hat no record of-thia chest at 
being in bad order when delivered at-your station. Please 
interview him on-thia-tubjeet and also ask Mm if-he-ean 
make affidavit that no articles were lost oui-of it while 
«n-ftis-eh«rge. 7-presume it-would-he well for-you to aet- 
•ihe party and-have-the cbest repaired, hut if no articles 
•MM lost at-yoar station, and Simpson says none were 
IcetwAile in-Ats-charge, we would be averse to entertaining 
any claim /or missing articles, the loss of-whieh mag-havi 
occurred afttr-the chest left oar handt. 

Fowrs-wry-truly, [185 
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(18.) 

Mr. Joseph H. Curtis, 

Newark, S. 3. 
Dear-Sir : 
Mr. Frank Wells hat Ihit-dsj called onsu informing 

me (of the) fact that-you would like to consult me in- 
■regatd-io-iAe-case of Wells against Walsh, and-I-am. 
-very'tnach inUreated in-the result of-f^M-case. Iieould-be- 
-pleasad loJiave^ou call af-my office any afternoon except 
Satnrdaj before-<A« 81st inst., if-this-is conveoient, and- 
-we-can then go over aU-ihe facts relative to-thtt-csea. 

Towt-reipeetfvlly, [89 

<ie.) 

Mr. a. F. Mills, 

Matawan, N. J, 
Dear-Sit; 

I return herewith letter recelred, dated the 18th 
insl. from Mr, Smith addressed to-j/ov, lehich-was tent 
me with youra of-Ji^j 19, and-afler taking l?ie matter 
ftp with ovir Qeneral-Manager I-have written a letter at 
.per copj attached, giving <Ae approval of-thie company 
to-the proposition as desired. Yon-mll note-that-H-teiU. 
-be-neoessarj /or- fAe -persons desiring thie privilege fo- 
-sigii one-of-ow regular agreements, and-I wouW.6e.glad 
if -you VKruld arrangs to-have-ihia agreement prnperlj 
prepared in-the umidl way and-afler same has-been signed 
havB'it forwarded lo-llia Real-Estate- Department for 
execntion ajtd record. 

Very'tmly-yowt, [134 

(20.) 
Mr. B. J. Wright, 

741 Broadway, Portland, Oregon 
Dear-Bir ; 

I wrote j/ou on July 2 last advising you Ihat-the 
decree in-the Ward Estate matter haf-betn signed by 
Surrogate Fitzgerald, and requesting you io-*f.nd me 



328 OOUKBB IK IBAAO PTTIUM BHOKTBAHD. 

motion papers ordering the City Chftmberlaia (o-turn 
ovw-lhe b&lance it^KUJurndt lo-yoa or-the Ad^nislralrix 
and-that I teould giva4h»-m&tter immediate-atteDtioa, 
bill have-nceivei no replj. Please lend on-lht papers 
OTtd ht-us get Ihis-mattei fixed up, at you Bsem to-Juwt- 
-bten very anxious to-have-lhe-mtitlei disposed of when 

Foucf-tmlj, [108 

(31.) 
Mr. Frank L. Mayhew, 

Kingston, N. T. 
Dear-Sir: 

Jlfy-clients, 7^ Manhattan Fixture-Company, havt- 
•placed a claim seoDred btf chattel mortgage, in-mi/ hand* 
,fi>r-attention, for-f/our failure to paj tMg month's instal. 
ment when due. They claim Ihat-they-haw reduced the 
instalment from $4S to $36 on-your express promise 
ihai-you viould meet the payments promptly. 

Unless /-leceiTe settlement of-thU month's payment 
on or before Friday, September IS, 1907. J-wW-plaoe- 
~the mortgage in-tfte hande of a City Marshal for fore- 
closure. Four prompt-attention will save you consider 
able tJme, tconble and expense. 

Fours-truly, [IM 

(33.) 
Messrs. Walker S Morris, 

Pittsburg, Pa. 
Gentlemen: 

Enclosed-please-flnd two claims o/-my-client, O. R. 
Henry, one amonnting to (S6.95 imd-the-other to $45.66, 
for collection. I also encloae a letter sent lo-me by-the 
latter, L. Crane, claiming an allowance for damaged 
goods. The goods were shipped to-him on August 22, 
and aa-he claimed some damages an ellowance of |4 teas 
credited to-him. At-tJial-titae thiauae aatisfaeloru *o- 



UMAL OUKUBPONDBKCB. 230 

-Aim, bvl now thai my-olient iiuuts on [wjmeiit, he 
claims a taitbar conoeadon, for {Ike) purpoee (ofi deU^. 

Plo*9e givt th«a».mUten your-attention, arid-after 
collecting remit lo-m» l?ie proceeds. Four«-tnily. [US 

(28.) 
3%« B. H. Hall Company, 

Trenton, N. J. 
Oentlemtn: 

Four-faTor o/<HaTah IB reoelTed. Jn-answer teiB- 
•Bay that being careful in draviog papers, I-do-nol-think 
I omitted the fire insarance daOBe in mortgage executed 
by-the Metropolitan Sifrn-Company lo-you. Af^any-Tate 
on tnapeetion (of the) mortgage tent to-yoa with tn^-letter 
of-Haj 21 teill disclose matters. 

Jn-reference-fo-tAe chances of collecting on-the two 

notes in-my hands, J-beg to-refer /o-my-letter {of the) 

14th iry-ichieh J-said t?iai Mr, Mejer called here imd. 

-claimed that4he oompaiif i» unable {to) meet its obli- 

, gallons. 

Mr, Martin promised to-caU here i» a Aaj or two imd- 
-/-unU talk-fA«- matter over with him. 

Tottre-re^iBetfvlly, [181 

C24) 
Hr. Martin Decker, 
Brooklj^, if. T 
ZJftw-Sir; 

Your postal (of the) 8th intt. received and oontenta 
noted. /n-reply / teovld-Ba.j (fta(JA«-motion in-your- 
•CBSe mat-not argued on-Mondaj for-the reasons vihieh I 
stated (o-yow vhrni yoti-uwa ai-my office on-Saturday 
last. Il-vaa set do«m for argument /or Monday, Anguat 
30, tehen-it-vnll poMtively be disposed of. 

I spoke lo-lhe lawyer tn-regard-(o a settlement, 6wf-ioe 
arrii'ed at no deSnite conelusinn. There-ipill positively 
Se no-farther adjournments in-the-matter, and-it-vrUl-br 
disposed o/on-(Ae 20th. Towa-very-bcalj, [107 
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(86.) 
Mr. G. D. Moffat, 
BichmoDd, Yb. 

My-a\imi, Jfr. James B, Sheldon, oonsnltAd wifk 
me in referenoe-fo eome abeds erected in jkA and odooa . 
building, No. 47 Esst lOCh Street, an<^in/i>nn« tTM thtO- 
-it-U your intentioa to tear the ume iloim upon yovr 
removal. l-hav« odTind Jfn Sheldon that a»-tha»e 
Bheds Aovc'noJ-bMn attached lo-tfi« realty, Ihty-hmm 
become part of-nuoh, and an M» absolute property, and 
etumol-i* removed by Iht t«nants except at-lh«ir-ovi» 
periL You-iwill-th»refort <a£e-iiotice that my-clieut 
intends to sue lAouId you detach iht same from-the nal^. 

By giving fAt«-matter your- attention, yon-viU aaTe 
jounell time, tronble and eipeDse of a law-suit. 

roun-trnl;, [196 

(28.) 
Mr. S. J. Carpenter, 

Deland, I'ta. 
Dear.S\t : 

7-flnd *n looking otw-ffly papers (Ais-daj f&oUiU 
flret nM«/inji (of the) creditors of Samuel J. Conklin, 
Bankrupt, and-th« meeting (ol the) creditors of Donnalson 
A Company, Bankrapta, fonnot-be held tcmorrow at 
originally agreed upon, bat I-.liave prepared fOT4ht firit 
meeting tn-t^-matt«r of John Lowell, Bankrupt, emd-fhe 
mteting {ot the) creditors of Lewis J. Monroe, Bankrupt, 
vthieh-vtilUbe held at-my offlcea to-morrow at 8 o'clock 
in-the afternoon. 

I-have^not at yet advertised inUhe Samuel J. Conklin 
and-the Donnalson A Company bankruptcies. emd-it-wiU- 
■ieAmpostibU for-mt to-have-Ihe meetiagt in.thim-iaa,ttetn 
before-fA« 30th or 23d of n«xf.month, v)Meh-i»4he very- 
•best I-ean-do ttnder4he^rcujrulaneea. 

Fours-cerjr-truly, [Ul 
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(87.) 

Messrs. Wilcox A GTeeiw, 

Alpeoft, Hicb. 
QenUtmen! 

For-l7n third-time <M-call-yMH'-&ttentfon lo-lh» fact 
that-as attomejH for-the Steams £ Eagan Companj tee- 
-have a claim against ymi for $S00, lehith-mual-nov be 
paid, or in-Ihe alternative, (m-demand that-lha " Little 
Masterpieces" ba retnrned to ue. 

The books do-not become your property until fully- 
paid /or, and-at you have that far ignored our courteous 
requests /or-pay ment, u^-demand the immediate payment 
or return of-our boots. Jf-you continue to show «o 
disposition to settle with ue tM-«Aoii-6e-obliged 'o-take 
legal action to obtain our rights t'n-fAs-niatter. Wt-have 
MM-day drawn on-yon at eight. If-lhe-di&tt is-not 
honored al-one» lee-thalt begin action. 

rour»-iwry-traly, [186 
(88.) 
The Owl Brewing Company, 

Kew Odeans, La. 
Oenlletnen : 

Toar-Hvot (of the) 7tb inel. is reeeired ^-regard- 
Jo a certain cash register and glass case removed from 
No. 43 East 8Ist Street ahich-you claim as your property, 
/n-reply would-saj that if-yau-ean give me proof (o( the) 
fact that-the cash register and-the glass case which-were 
removed from said premises belong to-you or thal-you- 
■ore^ntltled to-the possession o/-same, I leould-be-fltaaed 
to ue Ihat-lhey-are returned to-you, Jf convenient you- 
-nay-have one-of-your repreaenlatifea call at-my office 
any afternoon except Saturday with proofs of ownership, 
fto., and-fAis- matter leill-be properly disposed of without 
an ^-further delay. 

Hoping Fnme lA satisfactory, Z-am 

Jours-wry-truly, [184 
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(29.) 
Hmstb. Campbell <6 Itottr. 

Detroit, Mieh. 
OtniUmtn ; 

A few-d^ys since u« wrote you that aa lAtOTMjB for- 
-ihe Bennett (B Smith-Company tea hold a claim against 
you for $7.60, and-aa-lhis-i» such a small matter iM-mnBt 
insist upon your payment wiihovt further delay. A» yov 
toell-hnote, you Aaco-no title lo-lh« books until yott have 
paid alt of-th» instalments, and-thertfore tee-nuul-ham 
either-(Ae books orUhe money. 

Wrs-truBt lhai-you'toill-Mee-th» advisabUity of settlinff 
mt?iout-the ezpenso attached to-ovr utval process for-the 
recoTery o/-«ucA-accoiints. Our trntrueliona art to push 
lAi*-matter. Youra-vary-ttalj, [113 

(SO.) 
Messrs. William Heeker A Co., 

Boseville, N. J. 
ffentlemen; 

Endosed-please find ow standard advertising nle, 
tohieh-ia guaranteed to-bt absolutely correct, and uhioh- 
-iM-trust may-be of-eorae use to-you in-your business. 

Thinking you, like many other publishers, ntay-haoe 
on-yow books a nutnii«r of subscribers and advertisers 
who-ha/ve made no response io-your.request for settle- 
ment, lee-beg-fo-eai^-ymjT-attention fo-some points of-ow 
business. Our eiight years' experience in-thi» business, 
confining ourselves strictly to publisbers' aecotttite, 
togethtr witk-lhe fact that-we-art-now collecting SM of- 
■lists handled by ua — collecting Auring-the year 1906 
over tl,000,000 for publishers— is soma evidence (of the) 
fact that-we-can, and do, get-lhe money. Our terms are 
commission only on-the amounli collected. Should you 
desire further information or pariieularB regarding our 
methods, on receipt {of the) enclosed postal card our 
repreeentaUi»wm-e<Ul on-you. 

kviiting your-favora, UK-are, Reepeetfully-yours, [16fi 
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(81.) 
Mr. William H. Clarka, 

Memphis, Tenn. 
Dtar-Sii : 

I-ealled at- the JeSerson Market Police-Court yesler- 
dm/ afternooa very-ihorily after-you lerc, and-T-tcag in- 
formtd by-the Magistrate then presiding there fhal-he 
gBTe you tfme until Tuesday morning to pay up, and 
failing this Ihat-he-would issue warrant. 

Now I-tinsk to say that 1-tx^eel-j/oa at-my ofQce not- 
-later-than 10 :80 o'clock Tuesday-morning, the M day of 
August, and-if-gou do-not call aC-thal-titot, l-ahaXl-be. 
-obliged /o-take further steps as indicated by-the Jialiee 
of Jaflerson Market PoUce-Court. If-it-had-noi-been 
fOT-lhe faot of Mr. John's leniency towardi yott, he- 
-uioald-Jtave pressed the charge at-he-teae told to-do by-the 
judge, but he-ie too-much of a gentleman to-te.'ka such 
action if-the accused is willing to-make an amicable 
arrangement. / would therefore say Ihat-it-ie for-yow- 
-oien good not fo-causa an^-further trouble t'n-JAe- matter, 
and-lo-eall at-my office at-the time named, /-remain 

rowrs-truly, [185 

(33.) 
Mr. N. M. Lowe, 

Macon, Ga. 
Dear-Sir : 

I-have looked vp-the pleadings in-lhe above case, and- 
-find that Judge Blanchard vacated the Injunction on- 
•the original papers. It-may-be possible to-movs for- 
-another injunction on new affidavits, and-I-teiU let you 
knout (u-soon-tM /look up decisions in similar cases. 

From an inipeelion (of the) affidavits submitted pro 
atul con, I-am satlaBed that if any damages can-be 
recovered from Mr, Robinson at-ail Ay-reason (of the) 
injunction, thty-vnli-be of a limited na^ra. 

Yowrt-respeetfully, [96 



FhUadelpbiA, Pa. 
2>eor-Sir! 

HaUTring-lo-souT-laTor of a-tew-d&jt-offo tn-regud- 
4o-ihe leasing of land which-tfe bought from Messrs. 
Green <£ Co. several yearg-ago, uw aould-aaj that-vx-ieiU 
wut tUU property lo-gou on-the conditions printed in our 
rtffular agreement, copy of-ahieh-u attached for-yow 
information. Aa, hoteever, you desire some slight change 
in-thia agreement, wa-ara willing io cotnplj with yowr 
SQggestio'ns and to-make same hy an exchange o/-lettere 
to-H attached to-lhe agreement, but only on-th» following 
condition, uamelj', that on t«n days' notice this tpeeiai 
agreement may-be terminated and-lkal-lhe regtUar agree- 
ment ehoB then b« in full effect. We-ahall o/-course try 
to accommodate you os-far-os we-ean tn-fAts-matter, and. 
.idli i/-posaibIe give you ample notice (of the) termination 
of-thia lease, but it-mutl-be understood that if-me-Rnd it 
necessary to-take-lhe property for our-own use, that ten 
days' notice ia all that-ioiU^ demanded by-you. The 
rental (of the) land is already Sxed upon and-ii shown 
ia-ouT regular agreement attached. If-thtae det<>.>Is are 
aati«factory io-you will-you kiodly acknoaltdgt receipt 
o/-/AM-letter tehieh together uiith yowr-reply %oiU then bt- 
-made a part (of the) origitial contract. 

rour-i-Mry-truly, [284 

(84.) 
Mr. Q. F. Hayward, 

Orange St., Riverdale, H. J, 
Deor-Sir; 

Jn-teply-fo-jiowr* of Nov. 3, receipt of-uhich hot 
previously been aehnoieledged, and-in-whieh^ou ask my 
views, etc., /-beg leave io say Ihai-lhe fact thai no Imo 
r^iretenlalivM ©/-either (of the) parties lo-iht contracA 
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tTi-TegaiA-lo-lhe-haaing of -land havt evtr been able-to- 
-aj^rea makes-tf a subject for constAtit eonlroveray. 
Taking the question aa a whole, hounver, l-think-il-ean 
safely be assumed that-xt-wa» iatended to insure our 
company against the estabiiahment of eiceBsive charges 
on buBiDesB over-tAat part (of the) tine used at a con- 
necting branch, but J-lhinlcit-ehould preserve to-it all- 
-(Ae-priTileges it-hae ever had through-the owhersliip (of 
the) entire line /ctr-its business just the i»me as-if-the 
•greement for-lhe joint Me had-^uil-be«n made. Th« 
clause referred to covers all points in-the local territory 
together wilh-the roads named, emd it-would appear to-be 
mtSieiently clear, I-lhink, thai-theee rates ahoidd-he revised 
^m-time-fo-time aa ciionges are contemplated. J-ean, 
therefore, reach no other conclusion than Ihat-the position 
taken in-f Ae-matter ie-the oorreot ont. /-am 
Jours- twy-trnly, 

(85.) 
Jtfr. W. T. Haring, 
Newark, N. J. 
Dear-Sit: 

lakotiJd-be-TpleaBeA to-ealUipon you and explain hov 
I-hav9 successfully etiabUshed law departmente in-the- 
•places of business o/->»y-clients. whereby atl-their legal 
matters, l«!al and out-of town collections, receive better 
attention at a smaller cost than by giving them to a 
lawyer or a collection agency. 

Your legal matters, by-mr/ system, ore under your 
personal control, and managed ty-irey devoting several 
hours or more a week al-your place of business. / will 
furnish (he very-best references if desired, and'unll agree 
fo-make no oh&rge unless I-can save i/ou some-money. 
J-am 

Tourt-reapeetfvlh/, [117 
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Mr. D. A. Reed, 

Cincinnati, Ohio. 
DtarSir: 

I-have Kcentl; resigned from-lhe V. 8. CopTright 
Offloe after an experience lltere of-etietal year*. 

At yon eoMed on-me, whilst there, and consulted m» 
tfl-regard-to copjright business, I.te,be-thi)i opportunity 
to advise yow tftat X-am-prepared to-render services «n- 
-ofl-mattcrs pertaining <o-copjrrigbt regiBtrations, also 
aa to legal quesUons, involving the viJiditj and 
infringement of-copjnghta. 

rowra-very-tralj, [78 

<87,) 
Mr, John Peters, 

New OrleaoB, La, 
Deor-Sir ; 

Tour name appears ae one (of the) creditors (of the) 
Southern Bookstore-Companf. 77i« Receivers are about 
lo file their Ja-gt account and make vmme^ate distribution. 
Please, therefore, tend properly proven aceovnt to-the 
Receivers, 210 Main Street, (y-retum mail. The prool 
of-daim »hould-be tTi-Ihe form utaal in hankruptvj cases. 

7'Ais.notice it tent to aU known creditors, vihetker 
represented by attorneys or otherwise. If-yov-are repre- 
genled by counsel, please-forward JAu-notice to-h/im 
immediately, «tl-fAa^A«-ffiay prepare tht proofs. 

From present-u>/orfna<ton, the Receivers hope to pay a 
^>< dividend o/e(>|(. 

Four«-twry>tralf, [111 
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Logogram defined . . . . , • • • ■ ■ ■ > 9 
X.og^ram ail. Joined 44 
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Looixslaadi/r 40 to 43 

£r. Double CoosoiiaDt 84 

„ „ caDaot be halved. . .. .. 109 

„ „ „ wh«o to use 9S 

-A', SniBi 144 

MagHo-i-t, Prefix • • . ■ . . . ■ ■ ■ ■ . 1S5 

Medial circle for / oqI^ 76 

-m«»r, Suffii.. ' 142 

-metttal-ily. Suffixes 148 

Mishearings, etc. . . . . . . , . , . page 213 

Mf, Doable Consonant S4 

,, booked initially 84 

„ „ „ Double-lenstb 110 

Half-length 104 

A' and F hoolts TO to 74 

Negative prefixes , . . 189 

vV^hooked ea, 110 

„ Double-length 110 

„ Half-length lOfl 

Ifat express^ by Halving Principle 103 

nt. nss, nsi. nsir, after a curve 78, 79 

Omission of medial consonants 147 

,. words in phrasing .. .. .. .. 120 

On Observation pages 203 to 206 

On Opportunity pages 206 to 208 

/■added to m 84 

/>. Omission of 147 

/"aj-jfy expressed by intersection ,. .. ,, .. 160 

Phonetic spelling 1 

Phonographic Alphabet . ■ . . . . . , P^ge 189 

Phraseograms, List of pages 191 to 194 

Phrasec^raphy 29 

Phraseogram defined . ■ . . ■ ■ . ■ ■ . 39 

Phras«"o/(A*" ..48 

Phrasing, Circles t, sza. and st in 48 

Doubling Principle in .. .. .. .. 110 

Halving Principle in 103 

Injudicious 131 

Omission of cen in page 143 

words in 120 

PI and fir series, Vocaliiatioo of 117 to 119 

Position, First 18 

Second 7 

Third 18 

First upright or slanting letter to occupy . . 18 
Hon affected by diphthongs . . . . 3S to 27 
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PositioD of dooble-len^ strokes 116 

„ half-length sCrolces 103 

„ Short and long voweb equally affect . . . . ^ 

,, When uDaecessaiy to observe ., .. 152 

Prefixes 133tol89 

Punctuation .. .. .. ,. ., ., 8 



,• i> ,, ffli/ b)' doubling 110 

„ hook to curved consonants 62 

. „ „ „ straight ,. 59 

„ Half-length upward, not to stand alone . . . . 107 

„ Upward and downward 15, <9, 75, 96 

rd and rl. Final 107 

Sailroad expressed by intersection , . , , . . ISO 

Reference Marks .. ■• .. .. .. page 218 

Xtr, Double Consonant 84 

cannot be halved .. .. 106 

S, Stroke, when written 02 to 64 

5f//-, Prefix 186 

Sermon Reporting, Indication of Text . ■ . . page 314 

Sh. how written 11 

ship. Suffix 146 

Shn preceded by two vowel signs 88 

Shr and Shi, how written 63 

Similar words .. .. .. .. .. ,. 162 

Sjfw/r expressed by intersection 150 

Sound. Student to write according to .. .. .. 1 

Speed Practice, Advanced pages 309 to 218 

Suffixes 140tol4« 

Vindicated by Halving Principle .. 88 to 107, 119 

r. Half-sized, disjoined after / or ^ 99 

„ Omission of .. .. .. .. ., 147 

TMeri. Compounds of 149 

,, or f^'r indicated by Doubling Principle .. 116 

Tick (if 89 

■ft'cnhook 81to8S 

Tr, dr. thr indicated by Doubling Priacipte 108, 109, 118 to 115 

-tun „ „ „ HI 

Vowels, First place long 13 

„ Second,, „ .. .. .. .. ., 4 

Third , 17 

between two strokes 19, 33 - 

,. Places of 4 to 6 

„ Separate signs for concurring .. ,. 129,180 
Short 90to33 



su 



Towdi, Distiofuishlng 
Vowel avi joined initially . . 

„ and diphthong, Concnrrine 



„ withJD ss circle 

„ cannot be shown between letteis expressed bj a 

„ indication .'.' " !!5B,8s! 91, B3, 98,'d6. lOS 
„ Initial or final, necesutates use of stroiie consonant 

CO, 74. 80, 86, 101, 113, 126 

,, unaccented short, Omisdon of 06 

W, Abbreviated 126 

W diphthongs 122 to 186 

iimiri/. Contraction for ., .. .. .. .. 100 

WA, Double Consonant - .. .. 84 

fVhere. Compounds of 140 

Whl, Double Consonant 84 

HV , 84 

y dipbtbongs 13S to 126 

-yarii. Contraction for 100 

Zandjcircle 83 to 87 



The Publishers desire to tender their bearty thanics to the 
larse number of Canadian and American teachers and writers 
of Isaac FitmaD's Shorthand who have offered valuable sug- 
gestions for tbe Improvement of tbis work. 
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PtmoiH Liitt CtmMM. 



BY MAIL PREPAID 



Upon receipt of thft price we wiLL Knd Any book by mailp 

by express, CrO.D,, on receipt of one-fourth of ihe price, lo 
insure payment of charges. Goods cannot be sent CO.D, by 

for temiA and nve references as to reliability, la the case of 

Letter head will facilitate matters. 

No book rdvrtuibU txcept for physical dtffcts. 



HOW TO REMIT 



Remittances may be made by P.O. Money Ordei, Express 
Money Order, or Banli Draft on New York, to tbe order of 
Isaac Pithah and Sons. Express Mohev Orders aie 

Add Im eata to ftD ool id bnmohnki to botm otwt ol eiohiiige. 



lil 'ogive in evMy instance Ibe txaU title ot the took wanted, 
le imprmi of Isaac Pithan * Sons, ud vrndttrtlr rddiB tB3 



TEACHERS, SCHOOLS, AND THE TRADE 



arranged instciJC 
Mpaior merits c 

re^s^Sm, ™ 




PHONOGRAPHIC WORKS. 

. _ Goth, emboBsd in (ohl 



of Sbdctbaod, apedatly dsieoed bx the ! 
■ub and adapted lor me in Busii]«i Colleges, A 
iSchooli. tliliworltigaffidallyuwdiDCtaeHif 



W«d9 and Seotenco inlmducal in the Isl Loun. 
Busineai Letten in tke Slh and lubKqueot Leaams. 
"- igraphy taught (rom the Btli Li" 




— — . ~._-~^ Cloth, onbosHd In gold, 

B70 pp., tl.50. Tirenfieth Cmtury Edidon. An Eipoaitkm o( 
Iiaac Pitman's Sfitem of Ptionoo-apliy, Containing imtnlctioo 
foe both beginaers and advanced stadenta with topious lisu of 
Fhiaiei and Biscisa, Busineai Lettai. etc. The gena-al plan 
o' *e " ln!tnictor ■■ malm it equally acceptable io 






» pnbllihed in 



nw Haw FhoDociwltla B«vi«r. (Put B.) ISB pp.. siifi boardi 

and cloth back, 7tc. ; datfa, gill. tl.OO. 
Kct to "atorOiiiid lutrMtoc.'' SOc : cloifa, eOc Contaiaa a 

Shorthand and Looshand Key to all the Exerciies, and fnmisbM 
Aniwen to the Review Qiiistiaii*. Also fornu a Ke* to " Corn- 
gets Amannauii Conne,' and to " The Nsw PlmiotnilUa 
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Cloth, iUt,MT pp. $LM. 

Kim. 48 p£., IM. A Gulds to ■ PracUeal 

tbft Art of naiKtgnfAy or Riocifllic Short- 

„ I Sedei □[ PrecnBlvc Leaioai. Each ptindpto 

and tuil^ explained, aod tba koowledn Itaxntd '~ 




a, and glvei iutructkn 
t8 Intoiineu kof In ardlaur prtnL 



la PtKnogrAfdiy tiom tha nkUmeaU onward oa « qbw plan. 
Simple eitdanatkiai taJu the pJace of rulei, and tht bulk cd tba 
book conuts of coplom exncisea in afaortbaod cfavactm, with 



yl tha b«»t qnalitr 

, BOpp.,SDc Aviea 

„ , , „ eotiidy new plan, with 

Iba object of testing the sludenl'a knowledfc of Ihe sntam. The 
taau conibt of a voy carefullT cho«D list ol 1,(00 mxd) ia 
ordinary pfint, Uliutiatiiig Ehe vb<Ae of the lules, fOrmhig a 
valoable meana of adding to the atud&ils' phonograpJuc voca- 
bulary. Here la a space (or the leatno's £nt outline ; a apace 



IflTlMilliMlTiMMI. nn 1 IB PI 
hoT^^anual," i 



with Ibe " TeachcrT" " »(anual," ot " Injtructor," and fumlthtng 
reading practice and wml-bulldiiig from the begtomcg of the 




Kty IB SMcrOtid 

Utv Dtotalkia mm (ha n . _ „., 

practical biuineu aad general letlos (Id ordinacy print) bued 
on the pcindpia ol laaac Ptimaii Sborthand. 
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lodiea In Phgaofiulv* Vc : doth, I 

ed eipodlion of lL?Ait ol Pbonctlc 

set lorlh m IhB " Teathei," the " Manusl," and the 

nH"raBo"B«dli)uilbartii>Bl Cap Booh* Finni 

Eaizti.lDi:. CoDlimiagiKTimifbEautiti 
CDpia la be mitten in Sboithand. 

K lolei ot giaduated eeatence 

A leriei ot_^WHtiDK Eienuei 

na"! Style. A valuable readlni 
Sm ^nif^r Kk. In the Ltaiaa'i Style □[ Shiitbuii], wlUi 

A 'V"r*^ of nuaoBuby. Be. Containlni the Alphabet, 
Gfuanu^DgueB, and ^cindpa] Rules for Writing. 

ntoan'i ShnOiud HhibiL 114 pp., EOc. ; cloth, aOc. Being 
a condenwd edition of Part I ot the " luitiuctor," and contalnlni 

examples int^spefted with the text. Review Qiieitione, and 
Eisosfl in reading and writing. 






n> Tlwiiofnphio Beadv, 8Dc A ccnna nf Reading Eiodiei 
In Rioiugraphy, with Kay. 

Pttaan't SbcrflkUkd Bwotv. IIT pp., BOc. : cloth. 75c. Being ■ 
condmecd editicxi of P^t 2 of the " Instructor " and an adapta- 
tion of nionography to Verbatini Reporting. 

StttoBn- Benartv." 20e. 

1 CompanloQ t 




IDMPhatiomphlaFhnseBoak. 88 pr 

Key and an eierdseoccupi^ig^pagea, containing all the phruet 
«• they ocqut In the book. 
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" U&arj Editlaa," 

Kditioo, Rivued and 

tag OuUinea, beautiluIiT pruned tiom mfratird cJiaractera. of 

DVK ajMNI mxili wd feocnphiciU nama, with parallel Key in 

odinary tvpe. Also a complete list ol Cranmialaguei and 

CoDtiacled wocdt alphabetically uraneol Tlie most annne- 

hcniive Shorthand Dicdoaary published. Spedmen paga trae> 

- An exceedingly valuable inxlc"—N. Y. Sim. 

"A practjol and beaudful book." — H'fxfWi Ptnman 

IMOftd SbortuDl JMiaun. Bt pp.. wle leather, gQi, liiii 
a I 4) <n. tLU. Cmlaint over SSJibO •mrdi. trilh tbor short- 
hand chaiacten. and a ctsnplelc list qf Grammaloguea and 
CoDfraclionL A small, handy work, thorou^y up-to-date, and 
beautifiilly engiaved. 

DM 

n* BacMB>l AmMuU. UB pp., BOc : doth, eOc. A Key to 
■he Reading of (he Reporting Style of PhoDDgraphy. All the 
word! in the dictionary, nal excHdiog three caucoants, woe 

— ,..— ._ m. — Li—j —J > .u: 1^^ ujj ^ oollinea 

me outline, and they 



— ri-' . cloth, nc- Comprising 

«viatiMis for words and riLrascs eomnuoEy 
rtine Legal, Uedical, SdentMc, Bad other 



met with in Reporting L 
aolkft] BmlDMi Leita. 

BualnfM Lelterajn ni^rapHf li 
79 Ifftteo on the following subjecB : 
Life Insuranw— Banking— Fruil ani 
A lettopicss Kry is provided at the 

irincM OcrmpoDdfBoa ia BhotfluDi 

10 np. Each. ESc each. A serin of valuable Ixioki contafaiinR 
lA correspooden« in variom branches of businps. Each 



aiter completinE their studies, leel the need of tome uactlcal 

■ame lime intTBOSe tktir spad. Of all such matter, bi^nes 
letters are the most valuable, and the advantage, therefore, of 
having for immediate reference such a pradicai colleclion of lettcn 
will be at once recogniied. 

List of Cohtbhis. 

BusiHESs CoxBESFOHDiNci IN Shohhahd No. 1. Subject* 
treated : Rnilroad Cociespondoice — Law (f^enpral) — Law 
(Patent!) — Law {PeiuloosH-Baiiking — Slock Broken' — Haul- 
ware — Lnmber — Boots and Shoes — Hiscellaneoiis — Power of 
Attorney Form, etc 

BmiHEu CouESPOHDENci IK SHORnuND No. t. Subjects 
tiealedl Real Ellate Cam^oadoict — Financial — L^al «nd 
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PuUiihing — HiiceUaiieain, et 



.. .... 4. Subjectt 

CoTRipoDdence— Bookbindiag — 

BusiHua CoiuEapoHiJBNCE IH Shohtbaiid No. S. SubjMti 
ticated : Dry Coodi Coirefipoiidaice — Electrical ConatTUCtum — 
Eiprea— Piaasdal Slanding— Fire iDSmuice — Ftooi and Feed — 



-Hotd — iDVCsbneit — Li^al - 
publufaed in Ihe foUowidg coavenieaC focn 
:>Ei.cB IN Shor-hukd. No.. 1 and E, In a 



BusiHisa CoiMBFONiJBNCE IH SsORtllAHD, Nos. 1, £, S and 4. In 
one vdIuhk. Spadal Sbocthand Edition wUkoul TyPt Kty. 
Cloth, gUl, 88 pp., •}6s. , 
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IWimwIiKiiiTiniiHiaii aCmawwMtttML KS pp., dnto. 
He. A pnctjoil Muiul at Cceunacul Cantifiaoamix, IcroiiDg 
■ Iwy to " Cottuaatlil Comapondena in Shothand." All lbs 
iBtlm u« counted lor ih^lbAnd and ly p e writitig ip«d rractio. 
and cdltlooi m publlibed is Spaoltti, Fnach, and Gaman, 
coneapoadin^ papier pa^ 




■k In RecKxtiDg Style. 
Sar to " Offloe Work." la DctUaur type. S 
OOn Work In Shorthinl wd Kty. In one i 



Ilia FtKoocnphlo I^nl fbi 
C<HTespondence. 



bftancUoi In Lfil Wotk. 40 pp., ate. In onUno? type. Fn 
Coutt SteDDgrapbera and Law Studoits. Re|flinled from 
" Pitmao'a Twentieth Cenluty DioUUoa and Letal Forau." 

UBtuT PhnM Book, 40 pp.. 40e. 

, Third edilloa 
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ADAPTATIONS OF ISAAC PITMAN'S 

PHONOGRAPHY TO FOREIGN 

LANGUAGES. 



para Estudio P«isoda]. Bdne aQ Adaptatioa ol Juac Piuna 
Biiuneu Colleges, Hi^ Sctaooli, nadlii Sell Instiuctioa. 



and Enlarged. Aa ad 
language By T. A. i 



aptation ol PbDdO 



iguage. By 

•at Lkw Ftr tn (H Tnfa b 

; PhoTTOKraphy to lbs Well 



t JUUMM FtmiOCnwhr. By Ehwabd Gauh- 
Edgllsh. example, etc., in J.pana*. Part 
SMe price tOc Pari B, Rep«-dng Style, pnci 
and Exercises, price 40c. 

Edwakd Gi 
Japanese li 
feiwciso. c 




m I$—c Pilmm 
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eoatiaiullr inuifif acw worki En tborthuuL uid thii Id ItMll 
«hoiild make their ftv^tem a greai forct in tkt Mrtkatid mortd.*'—' 
Pemmui;s An Joumoi (New York). 



—IValim Fmman. (Csdu Ra^di, U.|. 

IH IHE CoUtESFONDtHO StylI. 



1. 1 tt pp., Bl 
1 lilt oi xdectia 



,_ . _ _ _jU fcom the Town 

(C^uLuDicEMs); "TbeMuila Blocli" (OuTEiGouwioTn) 
" Houdiold Snpentitiani " (Josipu AddmohI ; " Caugbt in tba 
Qmcksud " (Vicroi Huao), etc. 



1b» Obbam. 127 fp-. BOc ; doth, Nc By Ch*ue> Dicbhs. 
%* BktUa ol Ula. UO pp., We; cloth, He By Chakui 



mw BkA dI PnUmi. IM pp., 40c ; clotb. Wc. 
adf-CnUm. U pp., 40c ; cloth, SOc By Pur. Bucni. 
OidUnr'a Tama to UOtpoL SS pp., 40c ; doth, Wc By Dun 

biM ud BkatdMi. M pp., 40c doth Wc By Witmntnim 

IJIVINO J with printed ECey, 

BaHnnn Cnao*. tOO pp., SDc ; doth, Ttc By Dahiil Dvoi. 

Illajlrated. Thii work Is eitnoidy well Idspled lor uk u a 
ibortliand reads, and, in attractive doth Uncling. fOmu i 
handHme prize volume. 

-Ow nnt at WaWUd. niaitrated. 880 pp., 6ft:. ; dolh, OOc 

Ih TBI REPORTIHa StVU 

0tnf\iMM tnm *"—*•«" Aothan. 112 w., 40i:. ; cloth, Wc 
With Kevinordinuy type at the foot of each pace, and contilnlDg 
the fallowing telectjoni. llui Buccineo'i Tireuure (Ihvinc) ; 
Uy Editing (Twaim) ; A VenHable Imposlot (Hinn) ; The 
Antomtof Ihr Breakfast Tit^e (HolheiJ ; The Way to Wealth 
{Frahiub) ; The Tdl-Tale Heart (Fob) ; Gieatneu In Commm 
Lite (Chahhihc) ; The Story of a Drum (H*rra) ; The Pnneiiinn 
«f LifefHAWTHOKHi) ; A Mdting Story (Twain) ; TliePnifBiHi 
at the Bceakfait Table IHouiui. 
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fSpp.,CSc WithprinledKeT.uidtheiiuclscountediuidtii 
be talinf of Speed dtba ia Sboitluud « TJpewritiiiE. 

BieSfao'ItaB'. 171 pp. 60c ; doth, gOc^ ByA. CohahDo' 
Hiu taovHU detective stiay fomu a voy altnctivfl booli 
pboQOSrapfaic reading. 



XiIm tnm lUstani. IfT pp., 6fc. -, doth, gOc, Contilmng " The 
Tuggi'i at Rimjgale," ''Tte Bloomsbuiy ChiistenlnB,'' "The 
Gitfit WinllEbury Dud," and " Mr WntUns Tottle," ham 
" Sketdu* by Bot," fonnfaig Vol, S of " Pflaiao'i Shorthand 
XJbmy." In engiavBd ihocthand, Reporthig St^ With 17 
cdgioa] Uhntratiau and headhig. 

Iioind Ai WotU In Skfair Jlui. IHpp., EOc-; dotb. tOc. B; 



doth, gilt, 80c By Chi*. 




t BiDj Hokl. Han. BE pp., SOc By Guv Bootbbt. 

"t— "l-y^ lb. 1 lai B. 48 pp. cadi. Eacli We. Conlalnlsl 
leproduGtlciu of Dotable enayi by T. A. Red and others, oo 
•bOTtfaaiid nuitlcn, aiitb printed key. 

Ibalifnia et Bbvr Htftow. « pp. SOe. By Wubuotoi 
iKvtHsj with pciDlcd'Key at the fool of cadi page. 

Sip Tm makto. U pp., 10c By Wuhihcioh livno ; witb 
[(intsd Key. 

, Ootb. beveled boardi, red edget, tt i 



aocoao, gUI.edcei, I 
fbcaaptfbr- 

9 
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; mcroooOj K la 

.. Radlu and ] 

btnducUai by S. A. Con. 



TVPEWRTTING. 

InatiadebBtHfBTDBibbimMkMt Br Ou*. E. Snn, AoAor 
of " CMMHlaMM ^MbrT* PUthEfitfcn, nvlMd uid utarnl. 
He; da(li.75e. A SdtnUfte Helbod of kutainf the Keyboaid 
t^tbaSauaofTDUch. 'na d«i|n of thii vnk I* to tMcfa taoch 
tjrKinlllnclii nHli a my that Iha atiiilHit miB opsita by bmcli— 
wul h>v« an abuluM cnnmand ol avcnr har on tha keybovd, 
and ba aUa to ibika any kay mon iMdOy iritboat tooUnc than 
would batbecMawlthtlu aid of li^I. A Hpaiata Cbart amtam- 
Inf Kayboacd and Dlajnantt. prinMd la Ik* aitun, to > baivy 
dmblfr'Caleiidend cardboard accompanka cadi copy. Contaioa 
■pednHDi of actna) BuMoia Lallan, Legal Fonoi, Spedfications, 
^tructkoi for the Um of the Tabulator, etc. ib hIdIhI In 
actual tvpewritv tvpc ] 
Double KevboacdEditioa i 
Board of EducaUcu. 



eierciiM ara cocdkat, and iiavg bdped mc mndotully in 
mridiu up ipeed. The whole coune u vRy inCttntEuff from 
Uh bcMimlnc, audit cannal bDlnnduce the beatroultiln the 
-■■— — -— ■■ "-i. L. Fna, Wori^i '-<-—=- - ■ ■ 
BTSled In knowing I 

High thli work bu 
imn decided lam 



nupili are ^eatLy ideaaed wil 

T^swrlliiu.' Although thli work bu 



bitatat in Typewntiii 
Ewiid Sdumi, SraojU: 

■■■■ PItaiaii'a titmn 
andcalarg«L A Pn 

{dalca. ^ll-Aopr w 

iMfaitda mttnUtt anoiL 40c; doth, SOc Seventh 
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— B pnbllihed 2fc. tach for Uie New Cmtory Caligcaih, 

Bar-Lock, and Voit. 

. Ifc DHlgoed to pcolBct tlH) type, th« 
> living betta and longw Hrvlcg to tha 
i« ooiH. ' Ilia ihaat Ii piinted nitb 
9 Duiacnls fnjm 1 tp flO, which indlea t aa tha p*a'^"g of iha end 
"■--' — * It fcevaata dipibit cf lb* fwpcc and wiinklbii (ri 



I.W. 

— ra munon Kcvusa am EJuaigea. PK. ineiAan 

fiugciiDji is rieai and dmple. No mUgDMed or staeaWped 
method to puzEkr and confttto the pupiL TatlayboardiMpmttA 
bx Uue« ooion for the diOeicnt GoBai and one i^ics ihcnn Um 
pupil jut iriiat flgg er to naa. Ova two Iboaiaiui lines of 

popiL 

COMMERCIAL CORRESPONDENCE. 
BUSINESS ENGUSH, SPELLING, Ett. 

■Ifanni^ EOfit DtDtmr BmAm* DkMleB Book *al I«nl Iknft 

8»pp., stiff boaidauidclothback. Tfc. ; doth, tTStL ^IfS 
edldim.) Coatalolng an up-to-date caUecUon of soiniiie letter* 
(in onUnarv type) wliich havB been tued in the tranncthn of 
actual vnrt In laife American buiineB houa, dauiOed undv 
llfir distinct lioes of budiun, each set of letter* separata ; Lefal 
Forms, and a Judicioas selectioa of praetic»4natter fer fteunl 
dictation. AIn chipttis on SpeUlaK, Pimctnatloii, Caidtallsaa 
"-n, and Short Pnciioa) Talks with the Amanuensis, etc '*■- 



spedally oompOed fot the teaSnec, thatxglniur, ai 

■tudent. All pcognsive Sduds, without le 

system o< Shortbaod tangjit. ibould hulst vpoa each itodent 
IKncmliig a copy. Evtry teacher of Shorthand or Typewriting 
will see at a glance the iimnfiisa vahu of this work as a means by 
which atudoits may study American btisinesi ODmspcaideDce as 
it actually iSt All matter countol for ipeed-testfaig. 
Also tnOliikid im Pnt parU, u JcUom:— 

fart L— BoriBM DioWion, W pp., stia board* and doth back. 

' Ma. ContalnlDg ;SM dlslinct lines o( binlDess., 

fart ft-^cnl roRv vH Wn«il*a*oni Wiotim, t*», Vapp., 

sUS boac^ and cloth hack. 40c- 

tl^a'i OoBiWh* SMDk lU pp^ doOu Wo.- By Quiu* 
E. Shith, author ot " A Practical Coucsg tai ToDch TypSfnltbig." 
A nudem and practical spdlar fee Commedal Bducailca. A* 
the title Indicates, the plan la cumulaUve. Bach lesson Gonilata 
of sixteen wiids, the flnt twdvs of wUch are respdled ^xxietlD- 
aHy and defined. The syllaUcation, pcoauncialloa, and ocAnltkai 
A the nmiialng foqt words should be asslgHd n the stDdait, 
(dther as h uuis we ak or Kit-wadi. A bo ma worfc dteUcnary, 
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lb* wark I* iBtinded to laan] the nadnl ■ rtuij bmrh of 
■cquirliu the EUclknAEy luUt — a haUt ■> cmmiIUI to ill wIh> 
UIh that in biniiii( oat accDnta wotk. MshIj ^ o< tha wnnlt 
nacDHl foe booiemrfc an later oa npsatdl In the RgnUr lonu, 
*o Oat tba IcaaoDi icvlew tbiiiiirim and ndace to a —'■"■""in 



a iptdal 



dty oF havinr ip«dal Rviw knaa. This m 




ai the old tima ipcller bad defecta. It pnaoiti a udIoqc ud 
' " 'udla dnaW Rith what has alwa^ bc« a momt 

F mbject to &C ihHTthaiid teacher. It giva the 




on Card-indeii: 
Zir t* Stria BMk. to*. 
Pltau'i OasDtialal DlatlDurr. Thi Ut«t and best pecket dic 

tioaaty, 3H PEj '"" '^''"''i leiierioj is two coloim, »c.j French 

cial teachers who have found the variaaa preaeot-daj pocket 
dicritmariei incomplete and inaccurair for comnutraal school 
workn we have prepared thii worlr, which coDtaJaa muij featurea 
not found in booka'oF thii cbaracler. 

WORKS ON SHORTHAND, COURT 
REPORTING, Etc 



iuUlpate piaiea, Hnuiiting of portiaiia, Tiewa, and bail 

Oeth, gill, |ill top. tLOi For tba fim taw die auU 

12 
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"U?e." The™«iy?Sl' ^mitdoubLt«vtgrciit«nr.ciioo 
for mil Shorthand Teichen, sud ilia lot all nho UK FboD- 
ognphT. Thouandl of iiutruclon who have <ar manT y^ui 

f'Fither°of^h'oiiof^aphy"'inventcd,"wilf, we feci convinca 



k1t9 vJIb the life Hoiy ^ 



, .._jr, MO pp., cloth, gill, 11,00. A complete 

■ ■ - - lOMAS Allen Reed. This volume eontidn! Mr. 
o^i ShwSsnd, M a report ™pSasimi/^rtEiaS 



PmcAH. Third ed 



I., 7»c. ; doth, tl.OO. 



1.00. BySiElsi 



ol Bti^t In Utt, logelher with a short account of the early 
history ot the ait, and jwefaced with a summary oi Phodogtajihy. 
Tbe hook also oootaioft i5 pa^es ot alphabets of the [vincipw 

ad4 m«t complete histny ot ahorlhand ever pubUahoL 

t A Bkciwhr of Sb IMki PltmuL Cloth, ILOD. , By Thohk 
Alleh Reid. lllustialed with Woodcuts and Faslmile Pan 
The ooly authentic biography o( the Inventor of Phooograjiy. 

Ufa nd WoA Id Bit IMM Fllmu. Illustrated. 40c 

Sw Hiwrnwi WucU. tOc ; cloth, 60c. By Alfud Bum. 

Pl^a'i Fnpolii OdU* ki Janoillitn. 118 pp., doth, SOc 

Cloth, 40c. 

[Ofhla Bboramd EiatfMi. US pp., 3«c. 
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_i pp., Uc. One of Ilic inHt lir. 

, . the CiiTl Service ii ib»l covered bj the 

nmanl llUe at cloricul force. Of thim depurtmeiit, the poniicn 
of mnogmptier jind t;rpewriler u.ually ukei precedence and, 

■nr U BM«Bt * L*v Hoiinvkn. 1» ph., TBc A CompendiuB 
ol Legiil Fofiiii, conMininji » complete lel of Lei»l Doeuoentl 
K^nUMDied^tll full eiplno.lioni Jnd dirwdooi for .miniof 
on the typewriler [or ileDO»Hlphei» «nd typuU. Thu wort 
will be fouad «a iodiipen—ble companion for ereij mtenosrapber 
iawadtas u Oks ■ pcaition in ■ Uw offiea. 



MISCELLANEOUS WORKS. 



cloth, 50c Or, He Saou 

J.H.B*co«. 
A OnUt to bdUi OnpoKhn. IUpp.,«>c. ; cloth, SOc. mth 

Progressive Eitrdsei. By Rev. J. H. B»com. 
BnliiMi BudwdUiw. 40c, 



Primn bI 3ook.-ittiS^at- *>^ An iatrodocUar and preptattrj 




ntaiu>i Foolnl ndkouT ol Um bUidi Ui«nn- ^h. > bi- 

bf I In. Lealhtr, TBc 
BiduM Tnu ud Tbnni. IM pp., doih, SSc Cootaimns 

exptaniUoni of terms, phraiei, and abbreviations, In Endish. 
with French, German, and Spanish equivalents and facximils OI 

Wtmm '. Pips FlowK HaUog. Cloth, Mc Colsced Plata and 
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owWodiiDaiti' 




, i( piwJucdon, theiisis to which the ynioui piDiliicti 

ai«,ap|illail, sml the counirlei wbicb tr>do in thaa. 



flua WMfiBC fo OtOdML ttpp.,atii. 
ol himl tnlalDg. By Lvcv R. Lattu 

^nOonMt d Kufai Uw. 300 pp., dolh, (Ul, t&OO. By 
Lawbshu Ducewqrtu. a kaowl«dsv of Marina Law a oi tba 
Dtmut ImporUnce to all lho*o who are in any way crameclod 
with tbe lUHdjig mda, and the pnosit vdunu draws logelliK 
Ihs main pHU of that branch ot knowledce. 



Mt pp., doth, OM. A Fnctloi i 
and ^iudiuH Han. B^ ''- ^ ^°™' 

. _ . pnetkal Itcatiaa 

ftjr all enpued'^ " " ■"" ' """ "■"" 

and Hailng Inu 



of llvbUF InLcmt and will pfove 
practical valve. Adopted by, Yale Unlvenliy. 

' It 1> anvil 
be (Stained lo 



BMor vat utrnvtm, ji.n., LjwrtKM^ w* FinAr 
CfACf, Hmuea (N.H.). 

"Ths theocyof thesub)ect is treatsdln a particularly hutd 
way, the mora ibicniM ponlooa bdof! itated la ai dementary 
a form as jjoesible, and the vlowi and pc4]tioiii a^rmed and 
maintained art all brought to the tdt ot actual working, and 
Qluitrated by actual eiamples that have oumTCd in the 
author*! pcolasimal eiperiaice.'' -^ Patliilitn' WHkly. 



h, I1.60. A Companion Volume to 



B.A., F.RA.S., and Rich. 
" tt rovO! primarily the nameroliB p< 
orgaiiiEatlon — books ol accounti, the a 
the stafl and ita selecUoo, salaries, ptumanon. tne irouunK ox 
clerka, dlamlssak, Tetiremoit and superannuation — togatber 
with many Important nggestJDns as to matten growing out of 
the conduct of the busineas at the head offiee. This wodt is an 
eitmiuly practical one. and there can hardly be an insurance 
office in the country which would not £nd nsafol and valuable 
nggeatlani thenin, which if adopted oc adapted, would 
Improve tbe raoordi or minimiie the office work or both. It 
Is of particnlar value to tboea oonlenvlating tbe alabHshmeot 
ot new ioBicance ccnvanies." — Tin SptcHitr, New Yoik. 

iiMllttMr. Ml pp.. ^«1>. Jflt. ^■^ By F-AHCIS W. P1I1.BY, 



.,., Google 



■aur, bdMBR tod BmUu. no pp.. doih, ciii, t8.«. Br 

hTT. EAnoH, AaacitU »/ At ImoAu e/ Btidun. TnaXa ot 

the above lubjecM in Ihdt pncUcal. Ihsoretieal, «Dd Itgil i^ccM, 

" It iQcomptoto and ajQ talm lo nmch tttat bmiMM man »nd 

indil^ it ahQcootiimintoriQa ti cp that every modem bmfaiMt 

Bum (hould biv* B( Ui jlDgen' endi." — N.Y.Einxitit Tdtpam. 
oth, m. : 
d H.^. £ 



WORKS, ETC., FOR -reACHERS OF 
PHONOGRAPHY. 

AB Ttmclun of tiatc P 




idv for haoihii on vail. A soies of M luge Chirif 
„ toe pdnciplea ol Ptumomi^y u devflloped ta tlM 
'booki. Everf Teacher should bave a aet to bang oa tbtf 
waiit o( bis cUB-room. Thoe Chaiti are invaluable toe CUM 



«I00 ; u.n 

CVS pubiiihed In comectiaa with the Isaac Fttmaii lyitem. 
Sample oopy free. 

A Fmaum to ttM S 
pa 100 : n.O0 gx 



i.,<iz=<.„ Google 



o odoui* uid Durgtiu] c*ptioD3. Sao^B i 

oopkB, Mc. ; Ut coplca, Ifc, pml-pald. 

' « DwwtaMBii at 1 



; SOOaipla, (Oc 

Bh Xmr n. Th* OH. a (hs Iiuc Pitmin Pbcoognphy a. Bom 

Piliaao, Graham, and Otiura. Bight pagei. TeadiAt* hvt 

ruci, rosi^ruD : H( mpia, Uc ; UO u^a, 40c ; MO copiea, 

PERIODICALS. 

Pitnaa^ JoonuL Tanu of Subtcriptko : Pa* Year In Advanco, 
Mc SpecUI Qub rata CO appUcaUon. Saauilc gopf fna. Aa 
Amakan Uanidiw foe laaac Fltmaa Teachaa ud Willa*. 
lantd moDtUri an^ July and Angnat Bad) nnmbar ol 
FiraaH'i Jovuial ooataini twentr-lbui page* (il» n by 01) md 
hu.i...iM (Mt oolumiu of beautifully cngnved Fnoiognchy, 
g DtvaluabJe meana te atndj and pcactica to itudsili 



of tlM art. Cnncnl tonhs of Intereit appear la every Inna by 

— '--^ — n of repatatioD and upoKnca, making tbt Jotnuiu. 

b—x ».^A.|gm fQ hoih the be^nner aDd uperleDccd 

Dolei (Dd Fiiie dnnpcUticiiB an ipoclal 



; V<A. Ill, U.H 



Pltaint^ (EitfUU I««fB«L PanudedbySlttaaa 

Ths oldsl and only weddy periodlciJ On any ty _ 

devoted to SsonHAni, Tvpiwiitino, and kindred nbjtcti. 
Each mnn'- ■'-~ -' "" — '— " — ' — '" " 



Tenm 'i^ Sabacrlplkn, Plyltii* la 



onlh*. n m^y toas . . *LTI 

• - » ,.. ..no 

t Boond mluiiKB of Uk JouiHAt. tmat Utt to U7I an out ol 
DrinL Volinne>bomlffrStoUOO,trHeach,patt&H. Vidumv 
nan IML to preaoil date, ttOO each, poat-free. Handaooia 
•OTSilorUndlngllwFceiaitixpat yearly vohunra. t Wceacli. 
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lHBBB>t nnttBd WmUt. Twdve ptga.- BundfuUy pifated 

In tlie nportini, umpondiag, lad leiniar'i itylB, and prctfiBdr 
UluHnted. -Ae aolsia coiuut ol iloriei and Ul«. xiu] ana 
cocopletfl ; lutcrstin^ utnctij amiirinj paxagrapbi ; EliQnct- 
najdiic jdia and anecdoua. iWmi □! lulscdptiaa udib u Iha 

PlTIUll-1 (EHOUIK) JOUHHAL. 

mWnuT 



, The montUy ndlUon ol J 



wp^ Uc Ysnly nbwlptlan, pca^ 

iple copy, Utc Yenlr ■ 
Ve. J. KiB 



pott-pald, tut. EdltcdVE-I. kurnnu. 



PHONOGRAPHIC STATIONERY 
AND SUI7LIES. 

trn f tKi'lMt t lKk. "FoDoSota." For no or pcodL Iiue 
PilmBi & Sou' ~Fdiki" Saio. Specially made— lunte 
■odud Uio mtddug) opadu nuBCity flat. The puv 
ooDtalDed in tbae not».bookt u eipnily Dunufactimd, ano b 
of ■ very npalcs qulity. Tin fiaUiai fibn of 
i^tltithrtbef ftM in -'—•—' — ^- ■^■ 
book, OD acooimt of Iti di 

Pitman " Fono " Ssies tidi dlfficnlly u tuliriy stoi 
iA«n tb* pan li turned wiQ lit tbioliiUh flat Thii fe 
!» thocinghiT (pptBdUcd b> npld •mdi. Riil«d in r 
othenrlK italed. Sam^ pa^ei ol Uh diflercnt lulin^ lait ««i 

" I luve beoonw n ued to your No. B Note-Book tbat I 
om UK DO otlxr. . . . Hy oollsatruc (Ur Beard) la till) ooort 
■ay* that your boola are the bat he Itu ever uied hi tvmty 

■ Ytrk City. 

pp., t> by 8 hi. 



and pane lunit- 

iM.il to too : 

marginal lm4 
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0. tk—" Fooo " Sole*, no pp., B by B iii<. i 



, So— , „ aKpp-.«b7lilD.,>l>HrMca(/u 

, So— „ „ wilh pagu mimlHrid 1 to WP 

„ Hi — M I, (p«u<' paper) MM pp., 8 by 8 In 

to- .. „ BOO pp., H by 81 In., itiS b<n 

coven, with bloc dutdw cuUng and led Kwrgiiul line 



No. e— "Fooa"SsIet,Biapp., 41 by 7ln., wnM .. tOc. 
„ t4— „ „ 110 pp., 81 br 81 in, ligU wrtkd 

„ •>- „ „ lmpp.,»lbyBliD.,UwA«»»Mir< Bfc. 

„ to— „ „ IM 

fmtifpaper BSb 

•V ^ Wural rnJiH^wi ir J:t< ifmai cBpia. NolB-Booka •hould 



V rcqitiml on uiit clai 
" Serin Repotting P: 



Loom Bbooto, No. 8 " Fdoo " Seriei Repotting Paptf , Blie 81 by 
lit In. Si^d only Id packngo of 1,I1W ihuU. Numbered 1 to 
una. Plice IS-IO net. 

KainM' Noto-Booki. Hade of mperior qotdit)' piper and xilubls 
tor pen a pendL End opcaiing. 

No. 1-^100 pages. 4 by ei in., red Una to. 

„ S-IW pags, 4 by <| In.. Rd line* 8c 

„ S-eO« pago, 4 by 71 In. red line* Uc 

„ 1»— 14ltp>gei,4byBiD., redliaoindiiuicginalline.. BOo. 
•«• Nm. L B. and 8 coQtaUi a complete ItM ol Repotting Gramma, 
logus and Ccmtiactloai, altdiabeticaUy aminged, printed indde 
Uie ojvtn. Tbls fealDre wlU bs found ol Ihe gieatett amvenlence 
to tlie ihortband student. 

iMl tmtOL Isaac Pitman & Sons* Reportlog Pmdls will in 
future be itampsd and known la Pitman i " Fono " PenoUs, but 
tl» quality wlu remain the same— it cannot be imptoved. For 
tmoothness, dnrablUty, and nnifoimlty of grade (which is at 
j..^._i . iji^j hand), and for easy cutting, tbeia 



pendls bave si 

pencil! and with the writer. Made In Iwo qualities : — No. 1 

""' ' ■ " ' ~ =r half gnus, taeO; 

1, B8c ; thns, IBo. 



Uva script letters). — Per doi«, SOc. ; per hi 
r groaa, MM. Sample of >ii, post-paid, Bl 



1,., Gooylc 



H«.l(Sar(C(iUBii|lbhMten).— P«ikiun,U: pettuHtvxm 

Hi par ^tm, m. Stnifte of lii, p«t-pild, IQc ; thne, Mc 

" [ lun lilsd iboiit avsy maJai □[ peacU in pncticil wvk. 

■od e»B truaur- ■'— "-- '■-- — " 

Pndl'kbrii 



a ttuafuUr m; tlul tb« ' Ituc Piuiua Rspoctliii 

'- *— iu tha bat ol thant ^ liid Ita Iksn imll llu 

... —A. Coofw. OtkM Slnognplur, DtjU. PutUa 



M»4Dak Osrai. tfc., p«t-pald, Vc 
to boUUu (itba Not. L S, w S, uul Io-^_ 
-FcnD~5edfiNo.(,pd«aOc, po*Msld,il 




"F(M"Wiltia|nMi^ PackstolH 
five quiiei, SOc, poit-pald. Nc 

"rMl''LMMt(>KnEdI«ol>terW«, onuuncnUlboidiT. Picket 
afM>tuall,Mc,F«t-[ald,Sic: five quirs, Wc, poat-pold, IOg. 

Wn<»Tliliil fli mlTnimlMin miiiiii SJuBln-bySin. Ftioc, 

with 14D-PUB Noto-Book, red mliog, margiEial line, Wtc : pest'- 
fn tOc. Without Note-Book, nc ; pcel-fm TBc Uide ot 
leaths. Focml i covvenlQit mt tultable foe Icnefl or dak. 

Ibontiia Pm. No. U, t&Mi No. 11 H: Tba Witamm 

** Ideal " li the mmt parfcct fnmtaiD pen made and is uneqiuUM 
[iz ihorthiDd cc looghuid writing. Scot caiEfully packed and 
poit'paid on eeceipt of amoaat. 

-■Iteo"Fnoa<luaaBdFaanUn?wBo)te. fOt pUm. witt 
ail of our celebnted RepmiinB Pcndli, TSc Hade of loaa, 
leather lined. The cate foldi up, and oaasara Icaa ipace than 
an ordinary pocket ^to^k. 



Bwcrtn' BmI « DaA ki Ibi KbM. a«c Folda ap f« the 

Hh FbOBOIIHidD Wlllll Sir Isaac Pilnum'* daioi, ivmboUe at 
PhoDoanpfar, haa heai dKwn f« the Pbooograduc BadcB. It 
is produced in an artiidc onanuot of jlirlifif tuvrr. Imied in 
two fDmu : a) ScKf Pin ; OJ Broodi. Either deaign 1»c. cmIi. 

PHOTOGRAPHS. 

F hrtffgr i th o( Sir Isaac Pitoian, Inventor of nHOGflraphy. BBo. 
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amH VatUail baaldi Onmmu and OonTamUoa b; BaU 

(tmotko. US PP;r«fc- :, cioUi, 6fc. With copiou. VoSbuiar: 



" Tiis booocHl home hai a right to style Itself ' rapid,' to 

rapid in eettmg into the flBld with new books for nev js£ua 

It is not a di£&cutt languace. and Pitnum's Practical Spaoisl 
Grammar makes It donbiy easy. In sayiog aqythuig oE ih 



future is very prDmisinf in ttis dii 
who too- Sp^mish."-/™™; 0/ 




„^ youths 


InloUiwu XcanslstioD aad Inutila 


,ss 


...BOt. WithLitaal 


coplaui notes iaEoglisb. 


„.,».» 


ith Vo. 


abulary and 


and Translalioni. 


WpP', 


»c 


With; 




l^uUi BrntDMi imnviewL 

Transaotiop, including Tech 


£^ 


rIS 


Js= 




.. _ie ^poiisli Comave. FacaimiJcs of all fmportant 

busincsa Ibnns and docmDed Is in Spanish are an important featuifi 
of Ihs work. The Map of Spain has all the names of towns, rivers, 
etc-, in Spanish, A verv complete Appczidlx of commercuJ 
kUom* adds to Uw value of tbe work. 
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_ „ ih-Frmch \ 

ur. ineludiiii Ihs Imnlu Vobt, Coive 



EngUih and EncUili-Waich VocabnUdH, uid 's 
Kacb Gninmu Kdomu. 

ttktmH WimA Oogm. VM L M pp-. Mc: 

Gmninii to cod of tfaa n(ulu wta ; wuh mRfaa 

ndMBfhwttOnM. Part II. Ho. 
EvtaIaitl.lMMhOoan. Cloth.COe. 
Kv to Pnt S, Dwb Om 



ObU'iIlntNiVitarnBoli. H pp., dolh, ifc. As elcmeDtny 

Uaiaa'i Oiarl of b* Itaoob Binkr VKk. lOc TmnlDatiooi 
□f tho Pom Coa|iw>tiixii and a PuU EiMUtkn of the AuxUiuiek 

tmm'a n«a«h CDoimwAU BMdK. ■08 pp., clalh, giti. Stc 
Dctli iu an IntersQiig uunner with the wadlDg craninerclal and 
National IniUtuUoat oi Francs. TbB lEadlnf maltcr ii mat 

language, be ii it tbe laioe tiim gutting a | 






■ca commerciBl nuthoda. Accuracy if asaund 
u b«ai prepand under tbc lupervuku o( weU 



■cabnlaria, Tabla, and the Eiact PicoondalioD ol 
y Word. An Eaay Ucthod of acquiring a kDowlAdge of 
.^L — «j — . d 11 *« Tauriitt «■ Br^"""" " 
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m ut Omiaaa fkUo^aM OoannUMB. M pp. 

..■dac. Ha 1. "b GUU mfa." S pp., COe. 

d Cop^afidd." V/m TmuUtiaD and ImiUlod 



SOc TtbiU and QuoUttsu in German. 



UjtBotA OatnuB OoaTamUo 

sepF.,iOc 



Eoglish^Gcmiaii. Ootti, 

A Rnr IMotiaDiiT it ttw Portnniag (ad Dq^Ui lumen- 

Julius Cdrhet. By H. Micmaems. SedOdd Edition. In two 
vol!,, elolti gilt. Pcctuguew-EngUili and English-Portuguese. 
«US eadi. Each vriume sold sepaiitdy. 



AMdoA D 

Induding Teclmical E 
Science ai ' 
'ortufueK 

I'l iBtwMtkm 
i, gilt, ILBS. 
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SOME EXPERT OPINIONS OP 

ISAAC PITMAN'S SHORTHAND 



THE RAKDABD SttlEM. 

" The iUndird 1711cm of Ihe wati±"—' Tin Glebt and 



'* The Iiaac Pitmao Phono^aphy is mdonbtodlj, wbai an pointi 
■M «(taami, tba bMtnitan. ... It is the only one pracribcd 

oij combined!"— ir. A. H. 

CIH MASK m> HIKAEE HI CHOOSDm IT. 

" Two himdrfid and cL^ty-onft lyitems hav« app«areil dnce Itaaa 
Fltoian'fl lavaition of PbiKKHraphy, and all axe ioundpd upoQ tbat 
■ystcm- Pitman's is now wilttsi by at least ttueft-quaxton of the 
practical ahorthapd writen, and the Irama eu maka lu ■'HlH 
a alwailgi ti On tbs oths hand, he may be led ialo mitiac 
much time by adopting some olhs syjteio having stiioua delrctt, 
not apparait al £nl."— " Tlu YniJh'i Campiamm" Soilon, Um. 

SDEEKIOB TO UT OTOEB. 

jtait, Bsd belisye it Is aupetjoc to any otb^ Mt^gh I am 

the usen of tte vailous Pilmanic systemfl, I rejiard this fact as an 
endcnement lor the Isaac Pitman system, because, ' imitation ii 
ttw tinceist loim of Sittaiy.' 1 can. hoimac, tnOduIlT av HmI 



tMiiff PhoDOpiiphy u 



,' »n d urn deddcdly of the i 
D. CivM. Ofieiat Sltnapaplur, C-S. Circuil Court, Nim York. 



- Ttie Iiuc Piuum Shorthand !■ tl» kMt mtom. It li (he nuit 
imivasally uaed, bong the ilmpldt, bnefeat, and most logical ia 
ejdileDH. It ii adapted Xo Spanish and ten other lanffuago. It 
la Dial eidiiiivdy in the NewVock High Sdiooli, audit hUM th« 
na«(d In m-i-''—" Sueeat,- T^w York Cily. 



" In i^, Iiaae Pttman & Sooi, to meet the IntreuliiR Amnlcan 

editlaii, atahUibed head^iurtcn In New York. The mult his 
bem that the New Yoill [B^ School of Commerce and other Iodise 
cducaticfuJ Inidtutktu an now adopting die twentieth century 
HamUtkm of the liaac Pitman pltODogriiiAiT, which ii coioeded 
to be the moat dmide, le^ihle, briet and logica] lyitem in existence. 
It) pnUlshen have bebud tbem the ^ant, ciflUl, and capetleDce 
of luty^ve yeBn* ucnmulatlan, and the CD-opcraucii of over three 
ndUkoi of moaMliil pcactitliicien. . . . Ibe lin | Miveiiio i t« made 
by the [nventor and asdited by a larn army of expccieaced teacbrra 
and expat reportss in the United Stats and Great Britain, have 
continued from 1840 to the preacot Ume^ and evsythin? Hut brwna 
and EipaimcK can acoomphafa bai besi applied to iti Imptovemm t: 
. . . The Isaac Pitman al^abet (laojl, lAleh ii emnnHed of 
aimple and distinct diaracten, ia not fikuy tc 
daruif ttie ex'"'' ' --— u-j^_i. r 



D be iinfnoved upoi 
Appiaon't " Umtuaaat Cydopadia and AUaiy 



• mifiw ol __, __. , . 

we for ov« dity years, and 1I is well-nigh tmposible to Imarine 
that the art could ever be biouriit to a tn^a state of psfecdoo. 
Tbe revised twentieth century eAitioo ol the ' Instructs ' contains 
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of s&orlhand several yean uo 
" flu Ciabt ami Commtrciai . 

nlay and deoided nMD fba bMC 
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' I un Dot an Iuh Pllmin writer (■Ithoudi I am a Fttmnaa 
writs}, yif I rccosniu, and taUMd netttBlMU «f IMMM HtaMB 
■m thn iminx of the louUed Bean Pitmm, Huuoa, and all ttieotlw 
Pilmuiic stylei. Hun li, la ImI, obIj «■• Htmiaie intaD, A* 
Qiftt tnreatad br lb' Inu Pifanuu the othen an aursy diflennt 
>lyL«, or adapIaUani erf tlie origloaL" — Eiitor, " Trptmrllr fU 
PhoHopapMc World," Sir YtrhT 

" Tbt lyslem of ■boithmd isvsiled by Sir luac Fltmui <• mm 
tart known ol >U meBiBii. and has beoi adopted by the dty irf 
Nsw York uDd Dlher laige dtia ■> Ibe itandaid lu tht PuUic 
Scbooli."— " WaetrUy MagatiM," Boaon, Mait. 

" The moet logical, proctiul, nod f; 
thorthand." — Baiion {Man.) Journal. 

" UaDT systema of iborthand have come aod vme dnce Sir Isaac 
pjtman invented bit ' Rionography ' In 1S37, but noDfl bai been 
at>le to lupplant It mtlrdy, to- It hag beeo iteadily ImiBoved. Id 
tplte of the many variaticni and oftihooti baa it. tbii antem itllJ 
has a diUm to oil ItKlf the tUadu±'—Tlu CUnio </&.) SKarO- 
H»aU. 

"Ibfl tJnwandmoDeyiHceiaaTy toacqidifl themaateryof anod 
ahorthoDd iy«tem an always well ipetit. Of all the ihcrChand 
lyaiaoi, Ibe iMian Pltmaa la Ibc beat foe sU {nctlcal ptanoKt, bdni 
tho dmpleBt and moat natmal, the moit harmoaiDui, KxlcaJ, and 
legible. Thla lyatem ha* beoi cboaeo for tbe ' ChriBllau I{atild*> ' 
couiM of Ihorthuid lOions."— CtrMmt Herald, Nat York. 

" Hie Isaac Pitman ayslan of shcrtliuid I* Coundcd <id a pfaOoo 
pblcal baiii, aKiOTVd t^ Max UQller and other eminent authciitlea 
on the npreeentatioo of language b) writbw, and ai tils raault at 
Its UK by a bcHI of able iborthand writers In evay field of worii, 
the syston has twen d«t«lop«d on lioet of pracUcil oaefuluegs to a 
far gnats atenl than any other method. "—iteiunirlVa Mr- 



hand ' will nova BO hmovatjon Moood la importance only to that 
InangnntodbythegraUFathKofPhoiMgnEayhimBdt. UntUsndi 
time as rival ayilems an In a poaltiao to re-model their texMxmln, 
It aonld seem Idle to discnas Uudr inferiority, Tlu Isaac PItmaii 
DOW standi In a clan bv iBeU, tbanln to ' Course In ShccCband.' *-— 
Bratkir Rosatian, Dt La StdU Calkic. Vtiada, Hmnu, CoftrS. 
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ISAAC PITMAN & SONS, 31 Union Squaft (We>0. 
New York. 
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Twelve Reasons for Le&miag 
Isa&e Pitman's Shorthand 

the first iavented, and ia the lateit 



It is the Easiest to Learn, 

It is the most conqileta. 

It is the briefest. 

At the great International Contest for Speed 
and Accuracy in shorthand writing, held at 
Boston, March 30. 1907, under the auspices 
of the Eastern Commercial Teachers' 
Association, Miss Nellie M. Wood (Isaac 
pitman writer) carried off the EAGAN 
INTERNATIONAL CUP, and Sidney H. 
Godfrey [Isaac Pitman writer) won the 
MINER GOLD MEDAL. These trophies 
were oflered for HIGH SPEED and ACCU- 
RACY in shorthand writing, and candi- 
dates representing all the leading systems 
competed. 

The entire system is built on a scientific basis. 

It is univeisal and intemationa], having 
completely circumnavigated the globe. 

Its adaptation to ten foreign 1ang;uages is a 
great help to the study of such languages. 

It has more shorthand literature than all other 
systems combined, ranging from the 
complete Shorthand Bible to popular fiction 
of the day. 

It is taught in the High Schools of New York, 
Brooklyn, and other leading cities. 

Has many Imitators, which in itself is a 
guarantee of its superiority. 

The late U.S. Commissioner of Education (Dr. 
W. T. Harris) says ; "It is the BEST 
system, and the one which forms the basis 
for a hundred or more modifications. ' ' 
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IMPORTANT NOTICE 



Teachen and schools are cautioned 

against purchasing modifications ot 
the Isaac Pitmsn Shorthand sold^ 
under various titles, which are in, 
many instances worthless reprints 
of obsolete editions, The only 
genuine and authorized text-books 
of this system bear the imprint ot 
Isaac Pitman & Sons. 
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THE SORROWER ^ 

AN DVEEDUE I!]B£ If THIS BO^ j 

RETURNED TO THE LIBRARY ON OR 
BEFORE THE LAST DATE STAMPED 
BELOW. NON-RECEIPT OF OVERDUE 
NOTICES DOES NOT EXEMPT THE 
BORROWER FROM OVERDUE FEES. 
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